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eMARS Personal Services Contracts

1 — Orientation

This course is designed for eMARS users who will create Personal Service Contracts and
Memorandum of Agreement and will cover the Commonwealth of Kentucky’s Personal Service
Contracts process in detail.

e Personal Service Contracts are reviewed by the Finance and Administration Cabinet to ensure
that the using agency follows all policy, procedures and statutes that govern Personal Service
Contracts:

=  PSC Office reviews PSC
= Finance-Legal Review
» Finance-Cabinet Secretary Approval

e 45A.705 All proposed Personal Service Contracts and Memoranda Of Agreement received by
the Legislative Research Commission LRC shall be submitted to the Government Contract
Review Committee to:

= Examine the stated need for the service;

= Examine whether the service could or should be performed by state personnel;
= Examine the amount and duration of the contract or agreement; and

= Examine the appropriateness of any exchange of resources or responsibilities.

e 45A.700 Certain Personal Service Contracts in aggregate amounts of $10,000 or less exempt
from routine review Personal Service Contracts in aggregate amounts of ten thousand dollars
($10,000) or less during any one (1) fiscal year shall be exempt from routine review by the
committee and shall be filed with the committee not more than thirty (30) days after their
effective date for informational purposes only.

eMARS contains several features that provide additional support to users who create Personal
Services Contracts and Memoranda of Agreement documents. The eMARS Procurement Workspace
consolidates in one place the links to the documents and inquiries you will need to complete
Procurement functions. eMARS also provides a Procurement Type field used to identify the Business
Process being followed to procure goods or services for a given requirement. Procurement Type
controls which documents may be processed, how Vendors will be evaluated in the Post Award State,
and which Authorities may be cited on an Award Document.

Cited Authorities are only applicable to certain Procurement Types. When completing a document it
is important to select the Procurement Type first as this action will filter the list of Cited Authorities to
show only those that are relevant.

This Personal Services Contracts class is designed to provide you with a detailed understanding of the
Commonwealth of Kentucky’s Personal Service Contract processes and the eMARS procurement
functionality as it relates to Personal Services Contracts.
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Learning Objectives

At the conclusion of this session, you will be able to:

Conduct a Competitive Sealed Bid using the Request for Proposal (RFP) document, Solicitation
Response (SR/SRW) and Evaluation (EV) document.

Award a Proof of Necessity Agreement (PON2).
Process an Memorandum of Agreement (MOA) on a PO2

Evaluate Vendor Performance (PE).

Track documents and work in progress using the Lifecycle Inquiry (LINQ).

Document Codes & Listings

The following table displays the Procurement document codes, types, names, purposes and how to
process payments against award documents.

DOC CODE | DOC TYPE

PE

ADM

DOC NAME

Performance
Evaluation

PURPOSE AND NOTES

Record Vendor Performance - Evaluators must be set up on the PEEVALR
table by the contract administrator. Based on the Document ID

RN

ADM

Renewal

Used to extend the Master Agreement effective dates by the next renewal
period. The periods must be established on the MA document. Created by
Copying Forward to a RN document. The RN when submitted creates a new
modification of the MA which must be submitted through workflow. The
Modification won't be generated until a batch cycle is run during the nightly
cycle on the documents indicated effective date.

™

ADM

Termination

Created by the contract administrator by copying forward from the award
document. When submitted to final, a draft modification is created
immediately for submitting to workflow. Reason for change is already
populated with the reason for termination from the RN document.

CT

AWARD

Contract - 3 Way
Match

Created only by Centralized Procurement agencies (OMPS, KYTC, DECA
and AOC) to be referenced by other user departments. Used for one time
purchases of goods. Must be created with the end user department's
document code in the header so that the dept can create the payment
document. Requires a Receiver (RC) document and an Invoice (IN)
document to be processed. The PRM will be auto-generated when the 3
way match is detected.

CT2

AWARD

Contract - 2 Way
Match

Created only by Centralized Procurement agencies (OMPS, KYTC, DECA
and AOC) to be referenced by other user departments. Used for one time
purchases of services and for those agencies who have received an
exemption from 3 way match requirements. Must be created with the end
user department's document code in the header so that the dept can create
the payment document. Requires an Invoice (IN) document to be
processed. The PRM will be auto-generated when the 2 way match is
detected.

CTTH

AWARD

Contract - 3 Way
Match

Created only by KYTC. Must be created with the end user Department’s
Document Code in the header so that the Department can create the
payment document to be processed. The PRM will be auto-generated when
the way match is detected.

)
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DOC CODE | DOC TYPE

CTT2 AWARD

DOC NAME

Contract - 2 Way
Match

PURPOSE AND NOTES

Created only by KYTC. Used for one time purchases of services who have
received an exemption from 3 way match requirements. Must be created
with the end user department's document code in the header so that the
dept can create the payment document. Requires an Invoice (IN) document
to be processed. The PRM will be auto-generated when the 2 way match is
detected.

DO AWARD

Delivery Order - 3 Way
Match

Created by the end user department from the URCATS search. URCATS
only results in a DO award which requires 3 way matching. It references a
Master Agreement or MA catalog lines. Payment is made by processing a
Receiver (RC) and Invoice (IN) document. The PRM will auto generate
when the 3 way match is detected.

DO2 AWARD

Delivery Order - 2 Way
Match

Created by the end user department from the URSRCHMA search. User
must select DO2 as the target document. It references a Master Agreement
or MA catalog lines. Payment is made by processing a Invoice document
the PRM will be auto generated when the 2 way match is detected.

MA AWARD

Master Agreement

Created only by Central Procurement Departments. For recurring or blanket
procurement needs. Does not place an order for any goods or services, but
establishes pricing and terms and conditions for future purchases for a
given period. Can be renewed based on defined renewal periods. Can be
individual lines or catalog. Referenced by users either by URCATS or
URSRCHMA. Direct payment can be made referencing a MA line or catalog
by generating a PRC on the Commodity Group component of the UR
Document.

PO AWARD

Purchase Order - 3
Way Match

Created only by Decentralized Procurement agencies. Used for one time
purchases of goods. Must be created with the end user department's
document code in the header so that the dept can create the payment
document. Requires a Receiver (RC) document and an Invoice (IN)
document to be processed. The PRM will be auto-generated when the 3
way match is detected.

PO2 AWARD

Purchase Order - 2
Way Match

Created only by Decentralized Procurement agencies. Used for one time
purchases of services. Must be created with the end user department's
document code in the header so that the dept can create the payment
document. Requires a Invoice (IN) document to be processed. The PRM will
be auto-generated when the 2 way match is detected.

PON2 AWARD

Purchase Order

Created by any Department  for  all Personal Service
Contracts/Grants/MOA's which require review by the Government Contract
Review Committee. Requires completion of the PON information. Otherwise
is exactly the same as a PO document. NO MATCHING REQUIRED. Users
make payment by copying forward from the award to a PRC.

EV EV

Evaluation Document

Created by the buyer to consolidate all Solicitation Responses, enter
scoring, award justification. The resultant award is generated from within the
EV document.

EVT EV

Evaluator

Used when using a team for evaluations. EVT documents are loaded into
the EV document for use in evaluations.

Invoice

The electronic representation of the vendors invoice in the system. This is
not a payment document. It is the vendors billing. User is to enter the
invoice date, as shown on the paper invoice, and calculate the payment
date, based on the vendor terms.

RIN IN

Invoice

A Recurring invoice established to generate a matching PRM for recurring
monthly payments such as leases, copiers, and other consistent bills.

RC RC

Receiver

Documentation that the goods were received. Required of all 3-way match
awards.

PRC PRC

Payment Request

The PRC payment document may be created by the end user as a
standalone document or reference awards or master agreements with

)
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DOC CODE | DOC TYPE

DOC NAME

PURPOSE AND NOTES

external vendors.
Internal Payment The PRCI payment document is created by the end user and must
PRCI PRCI Request reference an award or master agreement with an internal vendor.
The PRM payment document is system generated through the two-way or
PRM PRM Payment Request three-way matching process for payment to external vendors.
The PRMI payment document is system generated through the two-way or
Internal Payment three way matching process for payment to internal vendors. No check or
PRMI PRMI Request EFT is created. Money is transferred between agencies.
Usually created from scratch to request goods or services. Used by all
RQS RQ Standard Requisition | departments.
Created from URCATS, and will result in a DO or RQS dependent on
UR RQ Universal Requestor | whether an item is available on contract or not.
Used for a subsequent round of responses to an RFP, limited only to those
BAFO SO Best and Final Offer | finalists from preliminary round.
RFB SO Request for Bids Can only be issued by OMPS, DECA, KYTC and AOC.
Does not result in award, just seeking information on possible solutions,
RFI SO Request for Information | market conditions, etc.
Used by any department for all Personal Service Contracts, or by Central
RFP SO Request for Proposals | Procurement agencies for complex procurements.
Issued by any department for solicitation of goods or services within the
RFQ SO Request for Quotes small purchase delegation for the department.
SR SO Solicitation Response | Used to record the vendor's response to a solicitation.
SRW SO Solicitation Response | Same as the SR, but generated through the Solicitation Response Wizard.
Vendor/Customer Creates a Vendor record. Processed for approval by Statewide Accounting
VCC VC Creation Services
Vendor/Customer Modifies a Vendor record. Processed for approval by Statewide Accounting
VCM VC Modification Services
Establishes a schedule resulting in regularly produced orders for goods or
Recurring Payment services. Likely uses include regular stocking of items such as lab tests,
RPO Order which are required to always be fresh.
4
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2 — Commonwealth of Kentucky Procurement Process

Procurement Lifecycle
The Commonwealth’s Procurement Lifecycle consists of the following six major phases:

e Requisition — a request for goods or services is created.

e Solicitation — requirements for goods or services are advertised and Vendors are requested to
submit information, quotes, bids or proposals.

e Solicitation Response — Vendor responses to Solicitations are received and recorded.
e Evaluation — Vendor responses to a Solicitation are evaluated for award.

e Award - formal agreements are established with a Vendor to either purchase goods or services
or set prices for future purchases.

e Post Award — the activities that take place during the remainder of a Vendor contract after
award.

It is not required that every procurement go through all of the above procurement phases or to proceed
through these phases in sequence. The only two required phases are Award and Post Award. For
PSCs and MOA, as an example, the Requisition (RQS) phase is not required.

Agencies will generally follow the processes detailed below:

Requisition

In the Requisition phase, a user creates a request for the desired goods or services. For procurements
that exceed an agency’s Delegated Authority, a user must prepare a Requisition (RQS) document in
eMARS to describe the requirement, receive departmental approval, and route to Office of Procurement
Services (OPS) and Division of Engineering and Contract Administration (DECA) for subsequent
processing.

NOTE: The Commonwealth will only use the Standard Requisition (RQS) document code.
Depending on the Procurement Type, the RQS may be optional.

Solicitation

The eMARS Solicitation phase encompasses the documents and events used to advertise a
requirement and request Vendors to submit information, quotes, bids, or proposals. The Solicitation
phase has only one document type, Solicitation (SO). eMARS uses the following six distinct document
codes:

Request for Information (RFI)
Request for Proposal (RFP)
Request for Bid (RFB)
Request for Quote (RFQ)
Best and Final Offer (BAFO)
Reverse Auction (RA)

(]
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The RFP document and its use in the Competitive Negotiation and Competitive Sealed Bidding
processes are covered in detail in this course.

Depending on the Procurement Type, the Solicitation phase may be optional.

The Solicitation documents do not have any Event Types tied to them, as they do not perform any
accounting updates upon submission.

Solicitation BResponse

Vendors respond to Solicitations issued by the Commonwealth and their responses are recorded. The
Solicitation Response (SR) phase encompasses the documents and events used to record a Vendor’s
response to a Solicitation.

Solicitation Response (SR) is divided into two main areas:
e Vendor Functionality — operates as a separate application, Vendor Self Service (VSS)
integrated with eMARS.

e Buyer Functionality — the Buyer performs the following function from eMARS:
o Enter responses for vendors not registered in Vendor Self Service (VSS).

There is only one Solicitation Response document type Solicitation Response (SR), and two Solicitation
Response document codes:

e Solicitation Response (SR)
e Solicitation Response Wizard (SRW)
Depending on the Procurement Type, the Solicitation Response phase may be optional.

Evaluation

The Evaluation phase encompasses the documents and events used to evaluate a Vendor’s response
to a Solicitation. Once all bids have been received and a solicitation closing date has passed, the
procurement moves into the Evaluation phase where responses are inspected, analyzed, and ranked
against all other responses by designated evaluators.

There is only one Evaluation document type, Evaluation (EV). The Evaluation document type has two
distinct document codes:

e Evaluation (EV)
e Evaluator (EVT)

Award

Awards range from contracts for consulting services to master agreements for office supplies. The
Award phase is the ONLY mandatory phase in the Procurement Process.

The Award phase encompasses the documents and events used to establish a formal agreement with
a Vendor, either to purchase defined goods or services or to set prices for future purchases.

(]
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The following documents may be used in the Award phase:

Purchase Order (PO/PO2)

Contract (CT/CT2/) (CTT1/CTT2 KYTC ONLY))
Master Agreement (MA)

Delivery Order (DO/D0O2)

Proof of Necessity Agreement (PON2)

Post Award

The Post Award phase begins immediately after an Award has been made to a Vendor and
encompasses the documents and events that take place during the remainder of the life of the contract.

Post Award encompasses three main areas:

e Matching (receipt of goods and payment)
¢ Vendor Performance (PE)
e Contract Administration

The following documents may be used in the Post Award State:

Receiver (RC)

Invoice (IN)

Vendor Performance Evaluation (PE)
Termination (TM)

Renewal (RN)

The Post Award phase is also used as the central repository for all documentation associated with the
Contract Management of a Procurement (e.g. Bid Deposits, Insurance Certificates, Warranties, Bonds,
Retainage, Liquidated Damages, etc.).

Procurement Folder

The Procurement Folder is the central repository for documents and documentation related to a single
procurement. eMARS compiles all activities, documents, and related correspondence for a
procurement into a virtual Procurement Folder that ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking,
assigning, and reporting during the procurement life cycle. Each procurement document will belong to
a specific Procurement Folder.

Each folder has a unique identification number generated by eMARS which allows users to identify the
procurement documents and documentation items that apply to a particular purchase. Each folder also
has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is
displayed on various procurement related pages to aid in identifying the proper folder for a specific
procurement.

(]
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Procurement Types

Procurement Types are used to classify and group similar purchases. Procurement Types are used
to identify the Business Process being followed to procure goods or services for a given requirement.
Procurement Types control which documents may be processed, how Vendors will be evaluated in
the Post Award State, and which Authorities may be cited on an Award Document.

For each Procurement Type, business rules for processing are assigned that include the following:

e Manager
e Required phases (e.g. Requisition, Award, etc.)
e Allowable Documents (e.g. RQS, PO, RC, IN, etc.)

A Performance Evaluation Template is assigned to each Procurement Type. This template
determines the Evaluation Criteria to use when creating a Performance Evaluation (PE) document.

Certain Cited Authorities are only applicable to certain Procurement Types. When completing an
Award Document it is important to select the Procurement Type first as this action will filter the list of
Cited Authorities to show only those that are relevant.

Cited Authorities

In order for a purchase to be legally processed, the Commonwealth of Kentucky requires a Cited
Authority to be associated with each award and each payment document. This Cited Authority contains
statutory, regulatory or policy citations for a purchase. This information is required when creating
award and payment documents.

Proper completion of the Cited Authority field is required for the Commonwealth of Kentucky to
comply with an agency’s pre-audit delegation agreement resulting from FAP 120-13-00
(Decentralization of the Pre-Audit Function).

Cited Authority represents the statutory, regulatory or policy citation — for example, “FAP 145-11-00".
Cited Authority is required on Award Documents, Payment Request and ABS Documents where there
is no reference or only a memo reference to an award. Cited Authority is not required on Requisition

or Solicitation documents.

The validation of the Cited Authority’s minimum and maximum amount will occur at the document
header level — the document amount and NOT the line amounts.

NOTE: The combination of Document Department, Document Code, Procurement Type and
Dollar Value determine if a Cited Authority is applicable to the award document you are
attempting to process.

(]
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3 - eMARS Procurement Document Sections

eMARS Procurement documents have a Header section and up to eight Detail Sections. The following
paragraphs provide an overview of what each section is used for and the types of information that will
be entered.

Document Sections
Header- The Header section lists general information associated with the entire document.

Vendor - The Vendor section provides Vendor information pertaining to:

e Suggested Vendors for providing the goods/services (Requisition phase documents)
e Vendor associated with a Solicitation Response (Solicitation and Evaluation phase documents)
e Vendor awarded a contract (Awards phase)

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

Sub-Vendors- The Sub-Vendors section lists Sub-Vendors or Sub-Contractors associated with the
procurement. Note that Commodity lines are not linked to the Sub-Vendors.

Commodity- The Commodity section lists all Commodities (goods or services) associated with the
document. The Commonwealth will use a 5 digit Commodity Code allowing the user to provide more
descriptive Commodity information.

Accounting Distribution- The Accounting Distribution section lists the fund distribution across
multiple line items. This information allows for the distribution of commodity costs across multiple
Accounting lines based on percentages.

Terms and Conditions- The Terms and Conditions section lists the Terms and Conditions
associated with the document. The Terms and Conditions (TRMC) table is used to establish "pre-
established" Terms and Conditions for selection on this detail section. Terms and Conditions
defined on the TRMC table can include attachments that will be included in this detail section of the
document. Users will be able to attach MS-Word documents in . XML format to be the Terms and
Conditions. Users must have Word2003 in order to attach modified documents to the Terms and
Conditions component of the document.

Accounting- The Accounting section lists the accounting funds for each Commodity line.
Posting- The Posting Section lists the posting information for each Accounting line.

NOTE: As a general rule, for most procurement documents the components that you will navigate to
are:

Header

Vendor (This is optional on RQ and SO document types)

Commodity

Accounting Distribution — While not required, this is a shortcut to populating funding
information when all commodity lines contain identical funding or mostly the same
funding elements

Terms and Conditions — On Solicitation and Award Documents

Accounting
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4 - Solicitation Process

The Personal Services process begins with the Request for Proposal (RFP) document. The Solicitation
document is used to define the requirements/specifications for the services being requested and the
Terms and Conditions for doing business with the Commonwealth.

When the Solicitation is submitted to Final status, eMARS will build a Bid Package for Vendors, send
an e-mail notification to Vendors who are registered for the listed Commodities and who are listed in the
Free Form Vendor list, and transmit the bid package to the Vendor Self-Service (VSS) web-site from

which it may be downloaded.

Solicitation Documents

There are several types of Solicitations documents that perform similar but slightly different business
functions. Please use the following table as a guideline for when to use each:

Solicitation Document Code

Business Use

RFB (Request for Bid)

Used for Procurements where the Commodities for
goods/services are delineated (Central Use Only).

RFP (Request for Proposal)

Used to propagate procurements that may not have exact
parameters. May or may not be commodity driven.

RFQ (Request for Quotations)

Used by departments for competitive bidding opportunities
under a department’s three quote limit for non-professional
services.

RFI (Request for Information)

Used to gather information when a conceptual need has been
identified, but the detailed requirements needed to achieve the
goal need to be defined.

BAFO (Best and Final Offer)

Second round of RFP. Selected respondents are provided the
opportunity to alter their original response to reflect their best
and final offer for the Solicitation.

RA (Reverse Auction)

Solicitation used to generate a Reverse Auction. Vendors
must be pre-registered to participate. All Vendors can see the
lowest bid.

Solicitation documents may be created in one of three ways:

1. Directly from your Procurement Workspace not referencing any Requisition;

2. By Copying Forward from a Requisition (RQS) submitted by a department;

3. By Copying Forward from a Solicitation into a Best and Final Offer (BAFO) document.

)
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Create a Solicitation

Access your Procurement Workspace and click the Create Standalone Document link in the
Secondary Navigation Panel. Expand the Create Standalone Solicitation section. Click Request For
Proposal (RFP). The Document Catalog will open.

Click Create to switch into create mode.

Frocurement

Save Restart Save Al G

Search for tem=s on Contr
Create Stand Alone Docu
Create Requistion

Create Stand Alone Solicitat

Reguest for Guates (RFG

Reguest for Bids (RFE)

~" Reguest for Propozal (RF
Create Stand Alone Suwards

Enter Bid Responses
Receive Goods

Enter Vendor Invoice
Create Stand Alone Pa
Workload Management
Quick | inks

S

Document Catalog

Search
sk
r wDocument ldentifier
Code : [RFP [ Unit [UNIT |
Dept. : [758 | D
rw0ther Options
i [
Create Template : []

| Create

Enter your document Department Code and Unit Code into their respective fields.
Click Auto Numbering.
Click Create to create the RFP document. The document opens to the Header page.
Complete the required fields in the Solicitation document header.

~' Header
General Information

RFP - 758- 0600000002- 1- New- Draft

Load WendorList Load T and ©
Aszemble Document Wiew

bly Request

Contact

Templates

Add Templates

Reference Documerts

Document Information
Schedule of Events
Terms and Conditions
Commodity Group

Commodity

Commodity T &€

Evaluation Criteria Group

Evaluation Criteria Ling
Wendor List

Free Form Yendor
Wendor Rotation

Commodity E-mail Push
Publishing

Supporting Documerts
Document Comments
Document History
Document Reference
Future Triggering

sk

| Action Many I

~wGeneral Infformation

Record Date

S =

Procurement Folder :

Document Description ;

Pre-Sentence Investigation writers

Procurernent Type : |1? |

Personal Service Corfiract

‘endor List Restricted Responses?:

Prohibit Online Responses

=
=

| Default Form :

|

Systermn Gen List: false
Let Date :
Fublizshed Date :
Published Time :
Close Date :
Cloge Time :

r BContact

r bTemplates

r bAdd Templates

"

r PReference Doc

r PDocument Information

)
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eMARS Course 603 — Personal Services Contracts

e The Document Description is required and does print-out. The description is also
searchable from various inquiries like the Procurement Document inquiry (PRCUDOC).

e Select a Procurement Type ID that corresponds to the business process being followed.

e eMARS uses the Default Form field during the assembly process to determine the lay-out
of the assembled Solicitation. Kentucky will only be using one Form so leave this field blank
and the correct Form will default when the document is submitted.

Complete the Contact section

wContact
lssuer D |mshaw Reguestar D ; |mshaw Team D
Buyer :
Matt Shaw Mame : [hMatt Shaw
A02-573-6806 Buyer Dept :
Phone Murmber |5D2-5?3-EBEIE
fatt. shawighky. goy
anyihere Email : |matt. shaw@ky. gov
ammhere

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Issuer ID field.

¢ The Requestor ID field will be blank and needs to be completed. The Requesting ID field
is used to identify for whom the goods or services are being requested, (e.g. who will
actually be using the items or services detailed on the Solicitation). Pick their record from
the Requestor pick-list by clicking on the arrow next to the Requestor ID field.

Complete the Terms and Conditions component. Terms and Conditions are created by attaching a
Word Document, saved as .XML to the Terms and Conditions section of the Request for Proposal. The
Office of Procurement Services (OPS) has developed a Terms and Conditions template for all Request
for Proposal documents. A template exists for a Standard Professional Services RFP as well as a
template designated for Legal Services. Both of these templates are located on the eMARS and the
Office of Procurement Services websites. Each template contains the required information that must
be incorporated in the Terms and Conditions sections and allows for users to make changes to areas of
the template to be agency specific.

Users will need to download a copy of the desired RFP template from the website and modify only the
highlighted portions of the template to make it specific to the agency. Once the changes have been
made to the template the document will need to be saved as .XML and uploaded as a Free Form
Attachment to the Terms and Conditions section of the document.

Please follow these steps to select a standard Terms and Conditions and modify

a. Navigate to the Procurement Functional area of the eMARS website and Open a copy of the
desired template that will need to be modified.

(]
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eMARS Course 603 — Personal Services Contracts

Applications

» eMARS (Financial
Production)

FY 2007 Year-End

= Y¥ear-End Information
(links related to year-end
docurnentation such as allotrment
liztings; pending transactions in
eMARS; procedures, guidelines,
cormmmunications, etc

(07/18/07)
m Fiscal ¥ear 2008 Monthly
Clasing Schedule (o7s27/07)

Communication|

Training

» eMARS End-User Training
(Training resourcas e.g. Catalog,
I5Gs, Materials, Manuals,

Registration, Schedule) (10/04/07)

e

» Controller's Office

= Commonwealth Office of
Technology

= Customer Resource Center

= Office of Material and
Procurement Services

= Statewide Accounting

Service:

eMARS - enhanced Management Administrative
Reporting System

eMARS Newsletter [ssue 16 now available...Click here fd

Functional Areas

e Cost Accounting (os/z3/06)
e Chart of Accounts (COAY

Plan (nsfnsfoe)
e Financial (os/o2/06)
e Fined Assets (10/02/07)

wpiate

T e T T I T
= Procurement

[i,e. Personal Service Termplates)

[10/05/07) Hikddid

* Reporting (0s/15/07)

« Yendor Self Service (WSS}

e Security/Workflow A
(0512406

rovals

Procurement

Terms and Conditions Templates

« Professional Services (RFEP) (10/06/0g) UBSEE

« Personal Service Contracts (PSC) (10/0s/0a) UPEE

The following templates have been created by the Office of Procurement Services to
replace the PSC1 Terms and Conditions.

File Download

Do you want to open or save this file?

@ j Mame: PSCRFPTemplatez5Septz007.doc

Type: Microsoft word Document, 92,0 KB

From: finance.ky.gov

Open Sawe

¥ Alwaps ask before opening this type of file

whhile files fram the Internet can be uzeful, some files can patentially
harm wour computer, IF you do not bast the gource, do not open or

zave thiz file. What's the risk?

b. Modify only the highlighted sections of the document to make it specific to the agency and the

RFP. Make sure that you delete the instructions found on page one and remove all highlighting

in the template before uploading

into eMARS.

)
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eMARS Course 603 — Personal Services Contracts

@ PSCRFPTemplate255ept2007 - Microsoft Word

g == T IE TR T |

© Ele Edit ew Insert Format  Iools  Table  Window Help

DEHRS SRIFPH LRI I-0-BHER .|<3:I 0% - @ digead [

A4 Mormal + Helve = Hebvetica

HEN All Ertries =

EIET

Type aq t help

=

REQUEST FOR PROPOSAL
FOR
PERSONAL SERVICES CONTRACT

RFP 758 0600000002

This document constitutes a Request for Proposals for Personal Service Contract from gualified
individuals and arganizations to furnish those services as described herein for the
Commanwealth of Kentucky,

I. DESCRIPTION OF SERVICES REQUIRED

Dl
Z‘z
;
"
;
;.
;
I

ipraws 5 [Autoshapes- N N OO A @G @ d-Z-A-= Eili!

Page 2 Sec 1 2z At Ln ol REC TRK EXT OWR O3

Remove all highlighting from the document.

Save the document to your local desktop as . XML

Save in: I@ Deskkop j @ - X | ﬂ X D D + Tools =

21

RFP7SE0500000002°
@ L&M security D&F's[1]
My Recent ElevatorFullMaivarLocationsDFS5-DMS-52p2007(B) 1]
Dacuments SPYCE MOA

@Newsletter Articles
@ \)Procurement
Deskkop @ MARS Applications
‘HM;-' Metwork Places

\, g Iy Computer
r @My Dacuments

: .._ii Transform: Transkorm, .. |

Places EEREE T EH 1L Document

File name:  [rFP7550500000002° | I apply transform
[ Save data only
4

)
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eMARS Course 603 — Personal Services Contracts

e. Navigate to the Terms and Conditions section of the RFP and click Insert New Line. When
the record has been added click on the arrow next to the T & C field and select the Free Form
from the pick list.

NOTE: By selecting the Free Form Terms and Conditions the system allows you to attach
your own .XML document to your RFP rather than a system standard. When the Free
Form Template is used a blank document will be incorporated into the Attachments section
of the RFP Terms and Conditions.

RFP

Document View
Header

RFP - 758- 0700000002- 1- New- Draft

Schedule of Events
+ Terms and Conditions
Commodity Group

Section ([ TERC | Name Ine By

Comimichity

&% v o FREE FreeForm by full text

Commodity T &C

Free Form Flag

Insert Hew Line Insert Copied Line

Evaluation Criteria Groug

First Prev o To Next Last

| Action Wenu I

Evalustion Criteria Line
wendor List

Free Form “endar
“Wendor Rotation

Tec: [FREE

Marne : |Free Form

Commodity E-miail Push

Publizhing

Supporting Documents

Document Comments

Document History
Document Reference

Future Triggering

Section |1
Sequence : I
Inc By : Iby full text 'l

TE&C Attachment File Mame

Details :

T

vaidate |

Subrmit

T

Cloze

]

Menu

)
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eMARS| eMARS Course 603 — Personal Services Contracts

f. Click the Attachments link from the Action Menu. This will allow you to attach your copy of the
RFP template that you created in step B.

AMS Advantage rosoft Internet Explorer

Home  Personalize  Help  Accessibility  Logout

Budoet

RFP - 758- 0700000002- 1- New- Draft

Schedule »

Section |[T&C | Name Inc By |Free Form Flag Approve k

% v 1 FREE Free Form by full text

Insert Mews Line Insert Copied Line

Commnodity T &C
Evaluation Critetia Group

Evaluation Criteria Line Atkachments
wendor List
3 3 TeC:[FREE
“endor Rot
e T Marme
Commadity E-tnail Push Free Farm
ST Section : |1
Supporting Documents:

Document Comments Seguence ;

Document History

Document Reference Inc By : | by full text =

future Triggerin T&C Attachment File Mame

Attachments

First Prev Go ToMe:

C|

Dretails
[
[ sawe Y unds Y Pt | e | submt | Close ]

Menu

‘@ http:ffkpadvprodd.state by, usftrngZ{finfadvantage/Advantage javascript{} ’_ ’_ ’_ ’_ ’_ g Local intranet 4
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g. The Attachment page opens. Click Delete to discard the blank document brought in when
Free Form was selected from the T & C picklist. Once the Free Form attachment has been
deleted click Upload to attach your template.

NOTE: It is important that you delete the default attachment that is automatically brought in when
the Free Form T & C is selected. If the default is not deleted it may cause problems during the
assembly process.

R ‘{\DVANTAGE Home  Personalize  Help  Accessibility  Logout
1 1 ¥ .
anle Cou

unts Payable

Attachments

Menu

Schedule of Everts
+ Terms and Condtions

Commadity Sroup

Cormimoidity.

File Name Type [ User ID | Primary State
v FreeFormxml Documert XML 10807 Studerd00 Mew

Commodity T &C First Praw Mest Last
Evaluation Criteria Group
Evaluation Criteria Line
Wendor List

Fres Form Yendor ol arme Mk x| |
w'endor Rotation Type : 4 B hiohons

_mail X i
gogmﬁdrty E-mail Push Diate - 10807
ublizhing

D T e User ID : Studenton =
=Lpporting Locuments.

pload 1 Delete Restore

Document Comments Frimary State : 0

B Betum ts Document
Document Reference

Future Triggering

View Attachment History

[T A vocalinganet

(]
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eMARS Course 603 — Personal Services Contracts

h. Browse your local hard drive for the RFP Template that has been saved as an XML document.

NOTE: Make sure that the Attachment Type of Document XML is selected.

3 AMS Advantage - Microsoft Internet Explorer I 3
\ DVANTAGE Home Personalize  Help  Accessibilty  Logout
s 4 .

o Procurement

Upload Attachment

Scheduls of Events Meny

~ Terms and Conditions:

Upload Cancel

Commocity Attachment File | Browso...
Commodity T &C
Ewaluation Criteria Group Description I

Evaluation Crite@s Line
W‘b Attachment Type [ Docurment XML =l

Free Form VEI’\J’W

wendor Rotation

Commodity E-mail Push

Publizhinig

SUpporting Documents
Document Comments
Document History
Document Reference
Future Triggering

& pone O = == S

i. Once you have located and selected the file, click Upload.

Upload Attachment
henu
Upload Rancel
Attachment File |h:RannieRRFP?EBDEDDDDDDDE‘.}{ml Browse. . |

Drescription :|

Attachment Type : |D|:u:|_|ment sMAL j

j. Once the upload has completed successfully, click Return to Document to be transitioned back
to the Terms and Conditions section of the RFP. Once there you will notice that the T & C
Attachment File name has changed to your new file. eMARS will use this new file in the bid
package/print out.

(]
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RFE - 758- 0700000002- 1- New- Draft

Section [ T&C
3% v 1 FREE

| Actian Mani I

Name Inc By Free Form Flag

Free Form by fulltext falze

Inzert Hew Line Insert Copiad Line

First Prew o To Mext Last

TEC

Marme

Ine By

Section :

Sequence ;

:IFR'EE
:IFree Farm

|1

:Ih},r full text vl

TE&C Attachment File Mame

CRFFT5306000000027 XML

-
Details :

[/
T

T Linda T Print Validate T Subnit T Cloze ]

hdenu

Create Commodity Groups. Commodity Groups are used to group Commodity lines together for
organizational and evaluation purposes. The Evaluation Document (EV) allows you to award at the
Commodity Group level. The Evaluation Spread-sheet will show the lowest bidder by Commodity
Group. You must click Insert New Line to add a new group.

NOTE: A default group will always be created.

Save Restatt Save Al C

RFP - 758- 0600000002 1- New- Draft

| Actian Meru I

Document Wiew
Header

Commodity Group

Description (A U

Scheduls of Events Line
Terms and Conditions:

" Commodity Srougp

Commadity

Commodity T &C

Evaluation Criteria Group

Evalustion Criteria Line

wendor List

Free Form % endar

Wendor Rotation

Commadity E-mail Push

Publizhing

Supporting Documents

Document Comments

Document History

Senices

3% 1 $0.00

Travel

% B + 0

First Prew Go To Mext Last

I 1

Insert Meva Line Insert Copied Line

T Print T \aldate T Cloze

Submif

Menu

Document Reference
Future Triggering

)
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eMARS Course 603 — Personal Services Contracts

The Commodity Group Description field is used to record the name of the Group. This field can be
modified to rename the Group.

NOTE: To view the Commodity lines associated with a given Commodity Group you must select
the Group in the Commodity Group grid section and then transition to the Commodity
panel by clicking on the Commodity link in the Secondary Navigation Panel

Click on Commodity from the Secondary Navigation Panel. The Commodity section of the
Solicitation is used to list all distinct goods or services being requested. Complete the required fields
for the General Information section.

RFP - 758- 0600000002- 1- New- Draft

Load T & € Commuedity
Line | CL Description |Line Amount | Marked Delete?

& v 1 P=Writer Digtrict 10 Fo23.00 falze

Insert Mew Line |nserdt Copied Line

First Frev Go To Mext Last
Commodity Line Group : 1 >

Service To: [04/30/2007

FReference
BShipping/Billing

pSpecifications

Line Amount : $525.00

&b
=General information
¢L Description PS1Writer District 10 Catalog ! |
Effective From
Commodity : [99052
Effective To
nyestioative Service
9.
Line Type || Serice Warked Delete? . [
Quantity : |
Commodity Specs ;
Unit :
Unit Price : | _
The Department of Carrections, i
|Cnntract.ﬂ«mnum: Fa2A8.00 I Division of Probation and Parole, is
_ Extended Description | [required to provide sentencing
Service From : 04/19/2006 courts with timely, relevant and w
hidore Text

e The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section in
order to help you identify which line you would like to inspect or modify.

e The Commodity field is used to store the five digit NIGP Commodity Code that most closely
matches the item or service being purchased. This field is used primarily for classification
purposes. When creating a Solicitation it is important to make the first Commodity line the one

that is most relevant to the Solicitation as a whole.

determine which office will receive the Solicitation for processing.

The first Commodity Code is used to

)
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eMARS Course 603 — Personal Services Contracts

The Line Type field is used to select how the cost of the line item will be established. Generally
speaking, goods should be recorded with a Quantity, Unit of Measure and Unit Price.
Services should be entered as Contract Amount with Service From and Service To dates.
For RFPs that will result in a PSC/MOA please only select a line type of Service.

o When you know the Unit Price a Line Type of “ITEM” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a Line Type of “Service” should be
selected. When the Line Type is Service then the Service From and Service To dates
are required. These dates are the effective dates for resultant award document.

NOTE: If the resultant award will be paid from the UPPS payroll system- you must select a Line Type of
service and provide a Contract Amount.

e The Extended Description field should be used to provide a detailed description of the desired
item. Up to 4000 characters of information can be stored in this field. To access a larger field in
which to type the Extended Description click on the More Text link.

NOTE: To insert a TAB into the Extended Description field the user must tvpe [Ctrll + [Tabl.

NOTE: The user may copy a description from MS-Word or another word processing format and paste into
this field using [Ctrl] + [C)/[CtrI] + [V]

The Departrment of Corrections, M

Oivigion of Probation and Parole, is
Extended Description | required to provide sentencing

courts with tirmely, relevant god s ||

fwlore Text

(]
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Commodity Extended Description

hlenu

Save Eancel Retum to Line fem Cornmodity Group @1 Comodity Line [temm 1

The Department of Corrections, Division of Probation and Parole, is required to provide sentencing
courts with timely, relevant and accurate data to aid the court in determining appropriate sentences for
felony offenders. Pre sentence investigation (P30 reports are written court ordered reports after a felany
offender's adjudication of guilt. It is a record of information reflecting the felony offender's background to
assist the court and other criminal justice agencies in determining an effart pragram for the offender
including an analysis of the history of delinguency or criminality, physical and mental condition, family
situation and background, economic status, education, occupation, personal habits and any other
matters that the court directs to be included.

The Probation and Parole District Supervisor assigns PS5l reports on an as needed basis. The PSI
report must be delivered to the sentencing court two days prior to sentencing. Mormal time allotted for
the completion of a PS5l repart three weeks. The PS1writer may be called upon to attend court
proceeding if ordered by the judge.

Complete the Shipping/Billing Information section.

Jhipping Location : 115146 Billing Location : [115145
Attention : 219666 Aftention © 219666
KRC-HOPKIMNEVILLE-ROGER BROYWM KRC-HOPKINSVILLE-ROGER BROWMN
4011 FORT CAMPBELL BLYD 105 4011 FORT CAMPBELL BLYD 108
HAMMOMD PLAZA HAMMORD PLAZA
HOPKINSVILLE HOPKIMSVILLE
KX kXY
433241 42241
s W5
Additional Info Additional Info

Shipping Method :
Free On Board :
Delivery Date

Delivery Type w

e The Shipping Location field is used to identify where the goods should be delivered. To
select a Shipping Location click on the arrow next to the Shipping Location field to
access the Shipping Location pick-list. If you already know the Shipping Location code
you may record it directly in this field without accessing the pick-list. The Shipping
Location code, however, must be valid on the Procurement Location (PLOC) reference
table. For RFPs the Shipping Location field is not required.

e The Billing Location field is used to identify to where the Vendor’s Invoice should be
mailed. To select a Billing Location click on the arrow next to the Billing Location field to
access the Billing Location pick-list. If you already know the Billing Location code you

(]
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may record it directly in this field without accessing the pick-list. The Billing Location code,
however, must be valid on the Procurement Location (PLOC) reference table.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Shipping Method, Free on Board, Shipping Additional Info, Billing
Additional Info and Delivery Type fields. These fields are not required. These fields do
not print-out.

Click Evaluation Criteria Line from the Secondary Navigation Panel to create the Evaluation Criteria
for this Solicitation. This section allows you to define specific considerations for evaluating responses,
and apply a point value for each.

RFP - 758- 0600000002- 1- New- Draft

Line | Criteria | Short Description | Points | Free Form Flag | Marked Delete ?

3% 1 PRIZE Lowest Price 20 falze falze
&% 2 alaL 40 true falze

& 53 . 3 EXP 40 true falze
| Insert Mew Lind Inzert Copied Line First Prev 5o To Mext Last

Ewvaluation Criteria Group : 1 >

Citeria ;

Shaort Description |EKF‘

Experience writing pre-sentencing
reports

Description :

Response Type & | Text W
Faints ;|40

[ Marked Delete?: [~ |
|Mandatnw‘r’E8Answer: I |

e The Criteria pick list allows you to select a pre-defined Evaluation Criteria from the
eMARS database. If you would like to create your Evaluation Criteria this field may be left
blank.

e Use the Short Description / Description field to describe the Evaluation Criteria. These
fields will be populated if a pre-defined Evaluation Criteria has been used. Can also be
used to create new Elavuation Criteria that is not part of the Criteria Pick List above.

e The Response Type field is used to determine the format of the response required from
Vendors. Possible choices are: Text, Number, Yes/No, Date, and None.

(]
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e The Points field is used to determine how many points may be awarded to a Vendor for the
Response they’ve provided. It is used as part of the Evaluation process to determine which
vendor will receive the award.

e The Marked Delete? Check-box is used on Solicitation modifications to signify that the
Evaluation Criteria is no longer part of the Solicitation.

e The Mandatory YES Answer check-box is used to require the Vendor to answer “Yes” to
Evaluation Criteria that have been set-up with a Response Type of Yes/No. Solicitation
Response documents with a “No” answer to a Mandatory Evaluation Criteria may not be
submitted.

Click Free Form Vendor from the Secondary Navigation Panel to create the Free-Form Vendor list.
The Free-Form Vendor list is used to ensure that Vendors identified here will receive email notification
of the solicitation once it has been posted to the Vendor Self Service website.

RFP - 758- 0600000002- 1- New- Draft
Vendor Name Aliag/DBA | Principal Contact | Business Type | Default Corregspondence
3% -+ 1 Roblky Burtiz Investigstions Fobby Burriz Email
Inzert Mew Line Inzert Copied Line First Prewv Go To Mext Last
b
Wendor Marme |Robby Burris Investigation Principal Contact : |Robby Burris
AliasiDBA: | Phone : [123-456-9576
Business Type : Fax: |
Address 1 : |123 Harris County Road Email : |ruhhy.hurris@in\res_ky.go'
Address 2 | Default Correspondence | Email L
city: [Londan
County Code - ’7 Camments
County
StateiPravince : |kY
Zip: [402201
Country: LIS
Top

Click Commodity E-mail Push link in the Secondary Navigation Panel. Vendors will receive automatic
notification if they have registered for the Commodities listed on this component. This section is
automatically populated when the document is populated based on the Commodity codes identified in
the Commodity section. You may also add and delete Commodity codes if necessary.

(]
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| Actian Manls I

Commodity Class

De=scription

1 |99|:|52 Investigative Services
3% 2 {33000 SECURITY, FIRE, SAFETY, AMD EMERGENCY SERVICES
Ilnsert M Linglnsert Copied Line First Prew o To Mext Last

r Save T Loy T Print T valdale T Submmf T Closs ]

lenu

Complete the Supporting Document section. This section allows you to view and attach files relevant
to the entire document, for example, a Statement of Work or other Supporting Documents. Documents
in the Supporting Document section will be included in the Assembled Solicitation document.
Documents in this section must be in MS-Word XML format. Supporting Documents will be placed in
the Bid Package after all Terms and Conditions. Supporting Documents will be ordered within the
package by the Publishing Sequence field.

RFP - 758- 0600000002- 1- New- Draft

| Actian Meny I

o5 ~ Campaign_Firance xml 1 4506

Insert Mew Lindg Insert Copied Line First Prew Go To Mext Last

Sk

File Mame : Campaign_Financexml
Diescription
FPuhlishing Sequence ; |1
Date : 4/5/06
U=zgr 10 kS HAm

CAMPAIGH FINANCE FORM

Supparting Document Description ;

e The Publishing Sequence field is a numeric value which allows you to establish the display
order for the attachments on the assembled Adobe Acrobat .PDF file. This field is required.
When the document is validated, the system performs data validation to ensure that the
sequence value is sequential and that it has not been duplicated on other records.

e The Supporting Document Description field is used to describe the nature of the attached
document. This value does not print and is for reference only.
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Complete the Publishing Section. The Publishing Section is where you establish the Close Date and
Close Time; whether or not to allow on-line bidding; and what elements will appear in the Vendor Self
Service (VSS) rendering of the Solicitation.

RFP - 758- 0600000002- 1- New- Draft

Menu

Copy Line Select Line First Prev Go To Mest Last
sk
Procurement Folder: Create Vendor Motification © [w Commadity Description © [»
Amendment Number: Sthedule of Events : | ltern Shipping : M
Fublished Date : » o )
PuUblis T - Terms and Conditions © » ltern Specifications (Handling) © v
Let Date : [04/05/2005 I Evaluation Criteria . v Itermn Specifications (Details) . W
Evaluation Criteria (Points) @ [ Commaodity Terms and Conditions @ W
Close Date - {04/06/2005 = Amendment Histary - Cormmadity Mtachments © @
I Cloge Time : [10:00 Documment Atachrments | W | Prohibit Online Responses :
Fublic Bid Opening Date | FPublish Yendor List: [ |Restrict Multiple Responses perVendor TIM . [

Fublic Bid Opening Time :

The Let Date is the day the Solicitation is to be published. (Required)

The Close Date is the date after which Bids/Responses will no longer be accepted from
Vendors (Required).

The Close Time is the Time on the Close Date after which Bids/Quotes/Responses will
no longer be accepted from Vendors (Required).

NOTE: The Closing Time must be supplied in 24hr military time (e.g. 9:30am=09:30,
2:00pm=14:00).

Public Bid Opening Date/Time: These fields may be used to specify the time at which
bids will be read to the general public. The time must be supplied in 24hr military time.
(Optional)

If the Prohibit Online Responses flag is not selected, then online responses via VSS
are allowed. All Solicitations, regardless of the Prohibit Online Responses field
setting, will be posted to VSS when the AMS eMARS Financial/VSS Synchronization
process is run.

NOTE: Solicitation Modifications: Once a Solicitation has been finalized, the Buyer can allow online
responses to that Solicitation if they were originally prohibited but the Buyer cannot prohibit
online responses to that Solicitation if they were originally allowed.
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e |f Restrict Multiple Responses per Vendor TIN flag is selected, then only one
response per Vendor TIN is allowed. If this flag is not selected, then more than one
response per Vendor Taxpayer |dentification Number (TIN) is allowed. This flag applies
to responses entered through Vendor Self Service (VSS) and the Solicitation Response
(SR) document.

NOTE: This flag cannot be changed during a modification of a submitted Solicitation document.

Click Validate to check for errors.

To Assemble:

1.
2.
3

4.

From the Header Section click on Assemble Document

Click Submit Assemble Request

Click on Refresh, You should see the status as Successful (You may have to click refresh a
few times before the assembly job finishes and you see a Successful Status).

Click Back to return to the document

To Print the Assembled Form:

o=

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the

document.

Submit the document to initiate workflow for approval.

There are additional steps during the Solicitation Response phase:

Post/Monitor Questions that are submitted through Kentucky Vendor Self Service (VSS). When the
Solicitation is posted to VSS, Vendors have the ability to ask questions about the Solicitation that will be
automatically routed to you via e-mail.
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Subiject: AOYMAIL: Y35Mail : Mew Question posked for Saolicikation: RFE - 758- 06000000193

Dear Ilatthew Shaw,

This is to notify yow that a vendor has posted a question for
molicitatinn: FFB - 758- 06000000193 Amendment &0

Caestionn Wil alternate buttons be accepted?
Chaestion Date: 2008-03-28

Please logon to ADVANTAGE and go to the Solicitation Question & Answer (3004 page to.
angwet the question.

Thiz notification is sent for you infortmation because you are the buyer listed on the
above Jolicitation.

Please do not reply to this e-mail as it is automatically generated. If you hawve questions, please
cotitact Customer Suppott.

aoow|e

When you receive the e-mail you must access the Solicitation Question and Answers (SOQA) table
from Page Search. Search for the Solicitation by entering the Doc Code, Solicitation Department
and Solicitation ID and clicking the Browse link. Select the row from the grid section that corresponds
to your Solicitation and click the Answer link to respond to a vendor’s question. To post a Question
and Answer received Off-line (FAX, phone) select the row in the grid and click the Ask Answer
/Question link.

Question & Answer Detail

henu Quick Search

Browvese Clear

Doc Code |

Salicitation Department

Salicitation 1D : [0500000012

Frocurerment Folder |

Procurement Folder | Doc Code | Solicitation Department | Solicitation ID ( Amendment Number | Let Date | Published Date | Close Date

« EEE 72 OE00000019 7= T 0] 030302006
37604 RFHE ikt OE00000019 0 052572006 (502572006

I Anzner i Al ﬁxnswer."ﬂuestioq
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Click the Answer link to transition to the Answer page where you may respond to Questions submitted
through VSS.

Answer Question

Menu Quick Search

Solicitation Question
+ RFB 755 0E0000001 9 0 03252006 Wil alternate butons be accepted O3/29:2006  Mo-only exact specification
First Prew Hext Last
Unds

Daoc Code . RFB
Doc Dept: 758
Solicitation : 0600000019
Amendment Mumber: 0

N THT=E=3 T u TN T (1 =1 =T a =N e = a TN L s uTa L=t aT=RE=Tud sd =Tk s=Ts |

Ma-only exact specification

ANsSwar

I Question &Ananer Detail I

e Enter your answer to the Vendor’s question in the Answer field. You may enter up-to 250
characters of text.

NOTE: Your answer will become part of the public record and will be posted to the internet! Please

consider typing your answer into MS-Word for spell check and then copying the text into the
Answer field.

e (Clicking the Question & Answer Detail link will transition you back to the first page where you
selected the Solicitation.

Post a Question and Answer received through other means: e-mail, phone, FAX etc. From the
Question and Answer Detail page search for and Select the Solicitation for which you wish to post a
Question and Answer and click the Ask/Answer Question link.
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Ask Question/Answer

Menu Quick Search

EM Insert Copy Paste First Prew Mext Last
Doc Code : RFF
Doc Dept: 670
Solicitation ; 0B0000000F
AFrE e i

Does the job pay haourly or salary? =]

Oyestian
x| |

Fayment is not based on time ﬂ
spent per report. Payment is made
in lurnp surm at the end of service.

Answrer

|

AunEwer T
Question SAnaver Detail

e The Question field allows you to enter the question received from the Vendor. Please enter
the Question exactly as received from the Vendor.

e Enter your answer to the Vendor’s question in the Answer field. You may enter up-to 250
characters of text.

NOTE: Your answer will become part of the Public Record and will be posted to the internet!
Please consider typing your answer into MS-Word for spell check and then copying the
text into the Answer field.

e Click the Save link to post your response to VSS. It will be available for the public viewing
after the next VSS synchronization.

It is also encouraged that you include any Questions and Answers in the Terms and Conditions of the
Solicitation as well. This will allow all questions/answers that are posed to the buyer to post to the
Vendor Self Service for all Vendors to see. To include the Questions and Answers in the Solicitation,
the buyer will need to create a modification to the solicitation and modify the Terms and Conditions
Template that has been attached to the Terms and Conditions section of the Solicitation. The
Questions and Answers should be added to the beginning of the Terms and Conditions Template and
should identify the Date, Modification Number, the Reason of the Modifications and all Questions and
Answers. Once these changes have been added to the XML document it will need to be saved to your
desktop and Uploaded in the Terms and Conditions section through the Action Menu. The previous
attachment will need to be deleted and the new attachment with the Questions and Answers will need
to be added in its place.
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Exercises — Logqging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID from your student card.
NOTE: User Names are case sensitive.

Password Enter your Password from the student card and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacamic
Password : IW

Copyright & 1999, 2004,
American Management Systemns, Incorporated.
All rights reserved.

Uze of this software is subject to
AME license agreement.

AMS ADVANTAGES iz 3

registerad trademank of
American Management Systems, Incorparated.

Add AMS ADVANTAGE to your Faworites

The Home Page appears.

!A DVAN T‘AGE Home Personalize Help Accessibility Logout

Procuremert  Ac hle EC 2 Budet ourting

Training 1 Financial
} Mes=age Center
}+ Search
} History
} Favorites
» Administration

(]
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Exercise 1 — Create a Solicitation (RFP) document from your Procurement

Workspace

Scenario

You need to initiate a Request for Proposal (RFP) Process for Pre-Sentencing Investigation Services
for the Department of Corrections.

Task Overview

You will create an RFP from your Procurement Workspace. On the RFP you will add custom Terms
and Conditions, build a Free Form Vendor List, build a list of the Commodities being solicited and
set the Publishing Dates.

Procedures

1. Access your Procurement Workspace and click Create Standalone Document in the Secondary

Navigation Panel.

2. Expand the Create Standalone Solicitation section. Click Request For Proposal (RFP). The

Document Catalog opens.

3. Click Create.

I Frocurement -

Sawe Restart Sawe Al Cl
Search for kems on Contr;

Create Stand Alone Docu
Creste Reguistion

Document Catalog

Search

Creste Stand Alone Salicitati ek
Request for Quotes (RFE ~wDocument ldentifier
Request for Bids (RFEY . o
~" Reguest for Proposzal (RFT Code IRFP Lnit IUNlT
Creste Stand Alone Avwards i l— .
Enter Bid Responses Dept. - |758 D I
Receive Goods
Enter Yendor Invoice
Create Stand Alone Pa ~=w0ther Options
Workload Management
Quick Links #Auto ing;
Create Template . [
Create
hdenu
4. Enter the following required fields:
Required Fields | Values
Dept See Student Card
Unit UNIT

5. Click Auto Numbering.

)
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6. Click Create. The document opens to the Header page.
7. Complete the required fields in the Solicitation document Header.

Load WendorList Load T and C

| Actian Maru I

Pesemble Document Wiew Assembly Request

vk

~wienaral Information

Becard Date - | Procurernent Folder : 35601
n
- , = PrjcurlementType : |1F
Doclimert Description Fre-Zentence Investigantion Wntersj _—
vendor List Restricted Responses?: [ Default Form : ISG_FOHM
Frohibit Online Responses ;W Systern Gen List: false
Let Date : 0AMOTIZ006
Fuhlished Date
Fublished Time :
Close Date : 05072006
Cloge Time : 11:30
r BContact 1
r BTemplates 1
r BAdd Templates 1
- bReference Documents 1
Required Fields | Values
Document Enter “Pre-Sentence Investigation writers”.
Description
Procurement Select “17” from the Pick-List for Personal Service Contracts.
Type ID
&=
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8. Complete the Contact section

w_ontact

efARS Student 758
g08-0258-2080

studenti@ky.goy
Cap Center

lzzuer D |Student?58

Reguestor 1D ; |Student?58

Team D :

MHarme :|

Buyer :

Fhone Mumber : |

Buyer Dept

Email |

Cap Center

Required Fields | Values

Issuer ID

Defaults to your ID.

Requestor ID

Select your Student-id from the Pick-List as the Requestor.

9. Complete the Terms and Conditions Component.
10. Navigate to the eMARS website at http:/finance.ky.gov/internal/eMARS/ and click on the

Procurement Functional Area.

Reporting System

Applications

» eMARS {Financial Production)

Year-End Info

m Fiscal Year 2009 Monthly

Closing Schedule (os/ozi08)
m 2008 Year-End Information

(links related to year-end
documentation such as allotrnent
listings; pending transactions in
eMARS; procedures, guidelines,
comrnunications, ete) (0F/03/08-

Training

s gMARS End-User Training

[Training resources e.qg. Catalog,

15Gs, Materials, Manuals,
Regiztration, Schedule)
(10/01/08)

Support Orgs

s Controller's Office
s Commonwealth Office of

Technology
n Customer Besource Center

eMARS - enhanced Management Administrative

10/30/2008 - eMARS Newsletter Issue 23 just released. Click the Newsletters link below for m|

Functional Areas

e Cost Accounting (osfzz/0e)
« Chart of Accounts (COA)Y

Plan (osfosfoe)
e« Financial ros/osfoe)
o Fixed
Assets (11/10/08) Mi-'-"é

Procurement
[i.e. Personal Service
Termplates) (10/06/08]

1:18PM) e Yendor Self Service (Y550
» Annual Closeout Info - Ofﬂc.e of Procurement s SecurityWorkflow
(06 16/08) Services Approvals (05/19/06)
s Statewide Accounting
&
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Procurement
Terms and Conditions Templates

The following templates hawve been created by the Office of Procurement Services to
replace the PSC1 Terms and Conditions,

Professional Services (RFPY (10706705 UNAEE
e Personal Service Contracts (PSGC) (10/06/05) DUailE

11. Select the Professional Services (RFP) template and Open a copy of the template that we will
modify.

File Download x|

Do you want to open or save this file?

@ j Mame: PSCRFPTemplateZ55Sept2007 . doc
Type: Microsoft Word Document, 92.0 KB

Fram: Ffinance.ky.qov

Qpen Save

v &lwaps ask before opering this type of file

harm your computer. [F pou do not trust the zource, do not open or

@ WWhile files frarm the Interet can be useful, zome files can patentially
zawe thiz file. What's the rigk?

12. Modify only the highlighted sections of the document to make it specific to the agency and the RFP

Required Fields Values

Name of Agency Enter: “Office of the Controller”

Title of RFP Enter: “Pre-Sentence Investigation Writers”

RFP Number Enter Your RFP Document ID

Description of Enter: “The Department is required to provide sentencing courts with timely,
Services To Be relevant and accurate data to aid the court in determining appropriate
Performed sentences for felony offenders.”

(]
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@} PSCRFPTemplate255ept2007 - Microsoft Word =TT
‘E - w-Z-|E-S-|E-EE -8 Al i)

© Ble Edit ‘“iew Insert Format  Iools  Table  Window  Help Type aq rhelp - X
NEEHRSIRPRI AL -0 BAHEORED DT om - @ weed]]

xg Mormal + Helve = Helvetica - 11 -|B I U |§§§ = = égl[ val:_; é'!

HEN All Ertries = | mew... !

0 - : T e =
- REQUEST FOR PROPOSAL

- FOR

- PERSONAL SERVICES CONTRACT

':“ RFP 758 0600000002

This document constitutes a Request for Proposals for Personal Service Contract from gualified
individuals and arganizations to furnish those services as described herein for the
Commanwealth of Kentucky,

I. DESCRIPTION OF SERVICES REQUIRED

REC TRK EXT OWR [OF

2M12 At Ln Col

13. After changing the information in the Template to correspond with your RFP remove all Highlighting

from the document by selecting all text (Ctrl + A) and remove the highlight.

14. Save the document to your local desktop as .XML and close your document.

Save in:

I @ Deskiop

j@'ﬁlﬁXEjE'Tml}'

2l

RFPFS20600000002°
LM security DEF's[1]

Iy Recent ElevatorFullMaivarLocationsDF35-DMS-5ep2007(E)[ 1]
Dacuments SEYCE MOA
:;Jr\lewsletter Articles
@ |2 Procurement
Deskbop [B] mars Applications
‘ﬂ fyw Mebwork Places

ﬂ My Computer

M\,f Docurnents
My Documents
My Computer
- Transfarm: Transfarm,.. |
g Filename:  [FP75a0600000002° | T apply transform
My MNebwark —Garee=ata only
Flaces Saqe as bype: SR Cancsl I,

)
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15. Navigate to the Terms and Conditions section your RFP and click Insert New Line. When the
record has been added click on the arrow next to the T & C field and select the Free Form from the

pick list.

NOTE: By selecting the Free Form Terms and Conditions the system allows you to attach your own
XML document to your RFP rather than a system standard. When the Free Form template is used a
blank document will be incorporated into the Attachments section of the RFP Terms and Conditions.

RFF 75

Document View
Header
Schedule of Everts

" Terms and Conditions

Commodity Group

Commodity

Commodity T &€

Evaluation Criteria Group
Evalustion Criteria Line
Wendor List

Free Form Yendor
Wendor Rotation

Commacity E-tail Push

Publishing

Supporting Documents
Document Comments
Document History
Document Reference
Fulure Triggering

REFP - 758- 0700000002- 1- New- Draft

Section | T&C
o B v FREE

Inc By
Free Form by full text

Free Form Flag

| Action Manu |

First Prew 2o To Mext Last

|Insert Newy Linellnsert Copied Line

Tec: |[FREE

Marne : IFree Form

Section : |1
Sequence ; I
Inc By |hy full text vl

T&C Attachment File Mame :

Details :

T

Vaidate | Submit

T

Close ]

Menuy

)
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16. Click the Attachments link from the Action Menu. This will allow you to attach your copy of the
desired RFP template that you created.

Home  Personalize  Help  Accessibiity  Logout

itz Payable mert

Budoet

RFP - 758- 0700000002- 1- New- Draft

Schedule »

Section | T&AC | Name Inc By |Free Form Flag Approve b

Commadity Sroup 5
Commodity. & <1 FREE  FreeForm by full text

Commodity TAC Insed New Line Insert Copled Line Fitst Frev Go TlHe
Evalustion Criteria Group
Evaluation Criteria Ling

| vendorlist 0 )

| Frecformvendr TEC:|FREE
Wendor Rotation .

| CommodtyEmaiPush Warne :|Free Form
T Section |1—

Supporting Documerts

Document Comments Sequence ;

[alAT:.8)

Document History
Document Reference Ine By | by full text =
Future Triggering . .
T&C Aftachrment File Marme
Details

[ sawe [ wndo [ Ait | veiwe |  Subewt | Closs ]

Menu

|@ http:/flyadvprodd state ky . usftrngZ{finfadvantage/Advantage /javascript{} ’_ ’_ ’_ ’_ ’_ g Local inkranet 4

5 caldms



eMARS

eMARS Course 603 — Personal Services Contracts

17. The Attachment page opens. Click Delete to discard the blank document brought in when Free
Form was selected from the T & C picklist.

NOTE: When the Free Form template is used a blank document will be incorporated into the
Attachments section of the RFP Terms and Conditions. This blank attachment will need to be
deleted in order to Upload your correct attachment.

NOTE: It is important that you delete the default attachment that is automatically brought in when
the Free Form T & C is selected. If the default is not deleted it may cause problems during the
assembly process.

ADVANTAGE o ze  Help  Access ibity
/ y
1] (=3 =3 1 Enen

Logout

Attachments

Schedule of Events eny

" Terms and Conditions = <
Commodity Grou File Name Type Date User ID | Primary State

Commodit ~ Free Formaml Documert XML 10807 Studert0D  Mewy
Commadity T &C First Prev Next Last
Evaluation Criteria Groug
Evaluation Criteria Line
wendor List N
Free Form “endor bl [']:3rT1 2 Rkl 1 1| :I
Wendor Rotation Type - 4
—somuadh Enaluh Date : 106807
LB il
DT | User 1D : Studentdd =
=URROHInG DocUments.
Document Comments Prirnary State : 0
R Return to Document

Lttt bl b View Attachment History
Future Triggering

Upload Pownloal DeletelRestore

Description :

[&oone O O O ==

18. Click Upload to attach your RFP Template you created in step 12.

19. Browse your local hard files for the RFP Template that has been saved as an XML document.
When your document has been found click Open to incorporate it into your Solicitation.

NOTE: Make sure that the Attachment Type of Document XML is selected. The
Attachment Type of Document XML will be required for all attachments that are included in
the Terms and Conditions and Supporting Documents Sections.

(]
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Upload Attachment

henu

Upload Cancel

Attachment File | Browse... |

Description : I

Attachment Type : |Dncument #ML j

Loak in: I [} My Documents j (€] B A

Marme | Size | Tvpe | [Dake [ &
-_—’|_1~$DE~I33J:|ersnnaI_services_c. " 1 KB Microsoft Word Doc... 1101
@Persunal Service Contrack up... 533 KE  Microsoft wWord Doc... 1171/
il_tl~$rscunal Service Contrack up... 1 KB Microsoft Word Doc,,. 1171

om Z19KE  ¥ML Document 111
|| ~ARL 1800, Enp 553 KE  TMP File 10)31
I-,%_q::ru: phone extentions--127 . xls 1S KE Microsoft Excel war,,,  10/31
B CcoMMoDITY, doc 29KB  Microsoft Word Doc,,, 10430
L@jdrive mapping.doc 69 KE Microsoft Word Doc,,,  10/30
B call LoG. s 22 KB Microsoft Excel Wor,,,  10/23
&7 ors Phone Extensions. xls 15 KB Microsoft Excel Wor,,,  10/237
@Ju:mEIEuDSJ::ersu:unaI_services_c. B 4,077 KB Microsoft Word Doc.,.,  10/23
I@:]F‘SC Template Motification. doc 23 KB Microsoft Word Doc,,,  10/23
Hﬁ:ljcmEDl_generaljrcucurement. g 7,675 KE Microsoft Word Doc,.,  10/23
@F‘SCRFF‘TEH‘lthEZESEptZDD?. B 87 KB Microsoft Word Doc,.. 1023
77 ' e S~ N SR R AT RAiene e e CL e e o 1oty
: e

File name: IHFP?EBDEDDDDDDDE‘.HmI j Open I
Files of type: I,-'l'-.ll Files [%.%) j Cancel |
g

20. Once you have located and selected the file click Upload.

Upload Attachment
Menu
Upload Cdneel
Attachrment File : |h:\annie\RFF’?EEEDEEIEIDDEIEIEIE‘.xml Browse... |
Description : |
Attachrnent Type : |Dncument sl j
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Attachments

Menu

File Name Type Date User ID | Primary State
~  RFPTSE0600000002 xml Document XML 1107 Student00 Mew
First Prew Mext Last

Upload Download Delete Restore

File Name - RFPT580600000002° ml =
Type : 4
i Descrigtion
Date : 111007
User D © Studenton =

Eritnane State - 11

Feturn to Document
View Attachment Histonr

21. Once the upload has completed successfully, click Return to Document to be transitioned back to
the Terms and Conditions section of the RFP. Once there you will notice that the T & C Attachment
File Name has changed to your new file. eMARS will use this new file in the bid package/print out.

RFB - 758- 0700000002- 1- New- Draft

| Actian Manu I
Section | TEC | Hame Inc By Free Form Flag
&t + FREE Free Form by fulltext false
Inzert Mew Line Inzert Copied Line First Prev &0 To Next Last

Tec:[FREE B
Marne : IFree Form
gection: [T
Sequence : li

| ———
LS ny.luy TOTTereT =]
T&C Atachrment File Marme : RFPTS30800000002° XML

Details

r Save T Ui T Print T Walidate T Suabmif T Cloze ]

Menu
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22. Create Commodity Groups. Click on Commodity Groups in the Secondary Navigation Panel.

NOTE: A default group is always created.

Save Restan Save AIC | RFP - 758- 0600000002- 1- New- Draft
RFP 75

Action Manu

Document Wiew
Header

Commodity Group

Description BRI

Schedule of Events Line
Terms and Conditions

~" Commodity Group .
Commiodity 3% < o
Commodity T &C
Evalustion Criteria Graug
5:432:'?_?3?.“8”& Line r Save I Lindo T Frint T Vabdate T Sutbrnf T Cloze ]
Free Form Yendaor Menu
Wendor Rotation
Commodity E-mail Push
Publishing
Supporting Documents

Document Comments

Document History

Services

Inzert Mew Ling Insert Copied Line First Prev Go To Hext Last

Document Reference
Future Triggering

23. For a single Commodity Group, change the Commodity Group Description from “Default” to
“Services”.

24. Click on the Commodity link in the Secondary Navigation Panel to create the Commodities
associated with the Commodity Group. The Commodity section opens.
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25. Click Insert New Line, and complete the required fields for the General Information Section.

RFP - 758- 0600000002- 1- New- Draft

35

Load T & € Commuedity
Line | CL Description |Line Amount | Marked Delete?

v 1 P=Writer Digtrict 10 Fo23.00 falze

| Action Meru I

Insert Mew Line |nserdt Copied Line

First Frev Go To Mext Last
Commodity Line Group : 1 >

Fh
~wGeneral Information
¢L Description PS1Writer District 10 Catalog ! |
— Effective Fram
Commodity : [99052

- ; Warked Delete?

Effective To : i

Quantity : |
Commodity Specs ;
Unit :
Unit Price : | _
The Department of Carrections, i
Contract Amount : |$525.00 Division of Probation and Parole, is =
B D Extended Description | |reguired to provide sentencing
Service From : 04/19/2006 courts with timely, relevant and e
Service To : |04/30/2007 lbore Text
Line Amount : $525.00

 PReference

r #Shipping/Billing

 bSpecifications

Required Fields

Values

CL Description

Enter “PSI Writer District 10”.

Commodity Select 99052 from the pick list.
Line Type Pick “Service” from the list
Contract Enter $1200.00

Amount

Service From

Enter One Month from Today

Service To Enter Two Months from Today
Extended Enter: “The Department of Corrections, Division of Probation and Parole, is
Description required to provide sentencing courts with timely, relevant and accurate data
to aid the court in determining appropriate sentences for felony offenders. “
NOTE: To insert a TAB into the Extended Description field, type [Ctrl]+[Tab].
4
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26. Click the More Text link to display a larger Extended Description window. Enter the following
additional text:

“The Division of Probation and Parole are required to provide sentencing courts with timely,
relevant and accurate data to aid the court in determining appropriate sentences for felony
offenders. Pre-sentence investigation (PSI) reports are written, court ordered reports after a
felony offender’s adjudication of guilt.”

The Department of Carrections, ~
Division of Probation and Parole, is =
Extended Description © |required to provide sentencing

courts with timely, relevant and L
fbore: Tt
Commodity Extended Descriptiin:
hdenu
Sawe ;{Canc | Beturn to Line ftem Commodity Group 1 Comodity Line ltem ;1
The Department of Corrections, Division of Probation and Parole, is required to provide sentencing =]

courts with timely, relevant and accurate data to aid the court in determining appropriate sentences far
felony offenders.

The Division of Probation and Parole are required to provide sentencing courts with timely, relevant and
accurate data to aid the court in determining appropriate sentences for felony offenders.  Presentence
investigation { Pl reports are written court ordered reports after a felony offender's adjudication of
guilt. It is a record of information reflecting the felony offender's background to assist the court and
other criminal justice agencies in determining an effective program for the offender including an analysis
of the history of delinguency or criminality, physical and mental condition, family situation and
background, economic status, education, occupation, personal habits and any ather matters that the
court directs to be included.

27. Click the Return to Line Item link.
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28. Complete the Shipping/Billing Information.

~*Shipping/Billing

Shipping Location - [1514 [Billing Location : |1515
Attention Attention :

130 130
4011 FORT CAMPBELL BLYD 4011 FORT CAMPBELL BLYD
105 HAMMOND PLAZA 105 HAMMOND PLAZA
HOPKINSVILLE HOPKINSYILLE
Ky Ky
42241 42241
usg Usg

Additional Info :

Additional Info :

Shipping Method :
Free On Board :
Delivery Date :

Delivery Type :|

Enter the following required fields:

Required Fields

Values

Shipping Location

Select the 1514 from the pick list.

Billing Location

Select 1515 from the pick list.

)
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29. Create Evaluation Criteria. Click Evaluation Criteria Line in the Secondary Navigation Panel.
This section allows you to define specific considerations for evaluating responses and applies a
point value for each. You will create four Evaluation Criteria in this example: Price, Qualifications,
Experience and Scope of Work.

RFP - 758- 0600000002- 1- New- Draft

| Action Meru I
Line | Criteria | Short Description | Points | Free Form Flag | Marked Delete ?
3‘5 1 FRICE Lowvest Price 20 falze falze
14 2 ausL 40 true falze
8 v 3 EXP 40 true falze
ilnsert Mew Line Insert Copied Line First Praw Go To Mext Last

Ewvaluation Criteria Group : 1 »

Criteria ;

|Shont Description : [ExP |
Experience writing pre-sentencing
Description reports
IRespnnseTvpe: Text w I

| Paints : |40 |
Marked Delete®: [
Iandatary YES Answer: |
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30. Click Insert New Line to enter the first Evaluation Criteria.

Required Fields Values
Criteria Select “Price” from the pick list for the first criteria.
Short Description Used to describe the briefly describe the Evaluation criteria. This fields will be

populated if a pre-defined Evaluation criteria has been selected from the pick list.
Leave as Defaulted

Description Leave as Defaulted
Response Type Defaults to “Text”
Points Used to determine how many points may be awarded to a Vendor for the

Response they’'ve provided. It is used as part of the Evaluation process to
determine which vendor will receive the award.

Enter “20”
Marked Delete? Leave blank for all criteria
Mandatory YES Leave blank for all criteria

Answer

31. Click Insert New Line to enter in the second Evaluation Criteria.

Required Fields Values

Criteria Leave Blank

Short Description Used to describe the briefly describe the Evaluation criteria. This fields will be
populated if a pre-defined Evaluation criteria has been selected from the pick list.
Enter “QUAL”

Description Enter “Qualifications and Training”

Response Type Select “Text”

Points Used to determine how many points may be awarded to a Vendor for the

Response they've provided. It is used as part of the Evaluation process to
determine which vendor will receive the award.

Enter “40”
Marked Delete? Leave blank for all criteria
Mandatory YES Leave blank for all criteria

Answer
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32. Click Insert New Line to enter in the third Evaluation Criteria.

Required Fields

Values

Criteria

Leave Blank

Short Description

Used to describe the briefly describe the Evaluation criteria. This fields will be
populated if a pre-defined Evaluation criteria has been selected from the pick list.

Enter “EXP”

Description Enter “Experience Writing Pre-Sentencing Reports”
Response Type Select “Text”
Points Used to determine how many points may be awarded to a Vendor for the

Response they've provided. It is used as part of the Evaluation process to
determine which vendor will receive the award.

Enter “40”

Marked Delete?

Leave blank for all criteria

Mandatory YES
Answer

Leave blank for all criteria

33. Click Insert New Line to entire in the fourth Evaluation Criteria.

Required Fields

Values

Criteria

Leave Blank

Short Description

Used to describe the briefly describe the Evaluation criteria. This fields will be
populated if a pre-defined Evaluation criteria has been selected from the pick list.

Enter “SOW”

Description Enter “Scope of Work”
Response Type Select “Text”
Points Used to determine how many points may be awarded to a Vendor for the

Response they've provided. It is used as part of the Evaluation process to
determine which vendor will receive the award.

Enter “50”

Marked Delete?

Leave blank for all criteria

Mandatory YES
Answer

Leave blank for all criteria

)
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34. Create the Free-Form Vendor list.

Panel.

s By~

Vendor Name

1 Robky Burris Investigation  RBI

| Actian Maeny I

Aliag/DBA | Principal Contact | Buginess Type | Default Correspondence

Rabky Burris Etnizil

Insert Mew Line Inset Copied Line

First Prev Go To Mext Last

k

Yendor Marme |R|:|I:|b3,r Burris Investigation

Frincipal Contact: |Rnbh3,r Burris

AliasiDBA |RE||

Busziness Type :I Fa}{:l

Phane | |BDE-:156-98?E

Address 1 :|123 Harris County Road

Email : |Rnhhy.hurris@inves_ky.g[

Address 2 ZI Default Correspandence ZIEmaiI |
City ILnnan =]
County Code :I Comments ;
Caunty : [

State/Province ; IK‘r’

Zip - |40201

Country : US

35. Click Insert New Line and enter the following required fields:

Required Fields

Values

Vendor Name

Robby Burris Investigation

Alias/DBA

RBI

Address 1/Address
2

123 Harris County Road

City London
State/Province KY
Zip 40201

Principal Contact

Robby Burris

Phone 606-456-9876

FAX Leave Blank

E-MAIL Robby.burris@inves_ky.com
Default E-Mail

Correspondence

)
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36. Click Validate, but expect errors. You are validating so the Commodity E-mail Push page will be
populated as expected.

37. Inspect the Commodity E-mail Push. Select Commodity E-mail Push from the Secondary
Navigation Panel. Vendors will receive automatic notification if they have registered for the
Commodities listed on this component. This section is automatically populated based on the
Commaodity Codes in the Commodity section. You may also add and delete Commaodity Codes as
required.

RFP - 758- 0600000001- 1- New- Draft

hlenu

| Actian Menu I
Line Commodity Class Description
8% 1 |99|:|52 Investigative Services
3‘5 v 2 IBE‘DDD SECURITY, FIRE, ZAFETY, AMD EMERGERNCY SERMWICES
Insert Mews Line Insert Copied Line First Prewv 5o To Mext Last

[ 1

Save

1 1

Uinda Frint

vaidate

Subrnif T Cioss ]

38. Complete the Publishing Section. Click Publishing from the Secondary Navigation Panel.

| Actian Menu I
Copy Line Select Line First Frew Go To Mext Last
s b
Procurerment Folder Create Vendor Motification © Commaodity Description | ¥
Amendment Number : Schedule of Events . v ltern Shipping : v
Publizshed Date : - o )
Published Time Terms and Conditions | W ltern Specifications (Handling @ v
Let Date : [ie/07 2006 — Evaluation Criteria ;v Itern Specifications (Details) ;v
| Evaluation Criteria (Points) © [ Commodity Terms and Conditions - v
Close Date : [5/07/2006 Amendment History IS NPT
Close Time |1133':' Documment Attachments | W Frohibitonline Responses . v
Fuhlic Bid Opening Date . I Fuklish vendaor List: [ |Restrict Multiple Responses perYendar TIM | v

Top

henu

Fublic Bid Opening Time :

—

Print

= |

T Copy .'-u'\'mrz'T Cloze ]

)
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39. Enter the following required fields:

Required Fields | Values

Let Date Enter Today’s Date

Close Date Enter Today’s Date

Close Time Enter time for Y2 hour from now. E.g. if itis 10 in the morning enter: 10:30
Note: Closing Time must be supplied in 24hr military time.

Public Bid Leave blank.

Opening Date

(Optional)

Public Bid Leave blank.

Opening Time

(Optional)

Prohibit Online | Click to select

Responses

Restrict Multiple | Select the flag.

Responses per

Vendor TIN

40. Once all information on the Solicitation has been verified, click Validate to check the document for

errors.

41. Click Header. Click Assemble Document. The Assemble page will open.

Assemble

Print Job Code | Print Job Hame

~ POZ2_FORM Purchaze Order
First Prev Mext Last

Application Resource 1D |F'D2

Print Joh Code : [PO2_FORM

Frint Job Mame |F'uru::hase Crder

Print Job Description |F'uru::hase Order

Submit Assemble Reguest qancel

)
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42. Click Submit Assemble Request. A batch job will be initiated to Assemble a Draft PDF version of

the Solicitation.
43. Click Refresh until you see that you have a Successful Status.

Assemble Request

Menu|Back Refresh

Requestid | Job Id | U=er Id Start Time End Time | Status Message
¥ 48 13123 mshaw  05-03-2006 16:16:37 Spooling form data to print zerver
First Prev Mext Last
Wiew Job Log Messages

44, Click Back to return to the document Header. When the job completes go to the Action
Menu>>Attachments and Download the PDF.

45. Once finished reviewing the PDF file close the window. Once in the Attachments page click Return
To Document to return to the Header.

46. Submit the document to initiate workflow for approval.

47. Write down your document number on your Student Card. You will need this in later exercises.
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5 —Record Vendor Responses Using the Solicitation Wizard
(SRW).

Vendor responses are not recorded directly onto the Evaluation document but are instead individually
recorded using the Solicitation Response (SR) document or the Solicitation Response Wizard SRW
document. These responses are then loaded and consolidated in the Evaluation (EV) document.

Vendor Response using the Solicitation Response Wizard

Access your Procurement Workspace and click the Enter Bid Response link in the Secondary
Navigation Panel. Expand the Solicitation Response section. Click Solicitation Response Wizard
(SRWZRD). The Solicitation Response Wizard page opens.

Enter the Solicitation and Vendor Information on the SRWZRD page. The Solicitation Response
Wizard (SRWZRD) page allows you to initiate the Solicitation Response Wizard interface, which
enables manual or paper Solicitation Responses from a Vendor to be rapidly entered into the system.

Solicitation Response Wizard

Menu

sk
wSolicitation Information

Solicitation Document Code : |RFB g
Solicitation Department ; [753 E

Solicitation Document 1D ]IZIEEIEIEIDDD19 I

vendaor 1D : [%C0000100001

w5olicitation Response Information

Solicitation Response Docurment Code : [SREYY
Saolicitation Response Document Department : |[758
Solicitation Response Docurnent Unit : [LIKIT

Solicitation Response Docuoment 1D |

:

Create Response Find Responses in Progress

e The Solicitation Document Code is the document code from the Solicitation for which you
want to record a Response.

e The Solicitation Department is the Document Department for the Solicitation for which you
want to record a response.

e You may manually type in the Solicitation Document ID if you know it or you may search
for it by clicking on the arrow to expand the pick list. The Solicitation Document ID page
will open. This page is a filtered list of all those Solicitation documents where the Let Date is
less then today’s date and the Solicitation has not been awarded. This page will be further
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filtered by the values that you have entered in Solicitation Document Code field and the
Solicitation Department field.

e Select the Vendor that is responding to the Solicitation by choosing a Vendor ID under the
Solicitation Information section.

Complete the Response Summary — This section displays the solicitation and Vendor information,
which was entered on the SRWZRD page.

0 @ View All (1 of 3) : When Bidding on Service, a Service End Date must be entered. (A1396)
ocumeﬂt View SRW - 095- 050000058- 1- New- Draft
Step 1: Response Summary Actian Meny
Solictation Summary u"

Default Information Apply Default Walues to Commodity Lines
Dizcourt Information Sk

Documert Information
Step 2 Commodity Responze
Step 3 Criteria Response
Step 4: Mod Autharization Salicitation : RFP-095-05000038 Taotal Bid : $30,114.00
Document Comments Architectural Services for Capital Plaza Close Date - 11/28/05

D ———y Salicitation Description Renovation Close Time - 1375
Document Reference Phone © 555-0297

~eSolicitation Summary

Solicitation Summary Inform ation

Future Triggerin Issuing Office : Capitol City East Phane © 555-9994
Requesting Office © Capitol Annex Phone © 686-1111
Buwer : ashleyjones Fax:

DEPT OF CRIMIMNAL JUSTICE TRAIMN Status - Closed

ashleyjones@ky.gov Standard-
Procurerment Folder : 50901 Procurament Type : Sernice

r wDefault Information
Click the "Mo Bid" link to the left if vou do notwish to respond atthis time, please setthe Responze Type 'NO BIL and provide a
reazon in the comment field

Response Type Wendar D : |VCDDDD1DDD19

Legal Marme : FRAM PINKETOM
Alias/DBA : Fran Pinkston

Response Date : [11/29/2008
Response Time : [13:00

Comments

e There are two required fields in this section: Response Date and Response Time. The
data entered into these fields must be after the Let Date and less than the Closing Date
and Closing Time for the referenced solicitation.

NOTE: The Response Time must be supplied in 24hr military time (e.g. 9:30am=09:30,
2:00pm=14:00).

e The Legal Name and Alias/DBA for the Vendor are inferred from the VCUST table. Users
may optionally enter prompt payment discounts and optionally record default Response
Types as well as default Comments. If Response Types and Comments have been
entered, and the Apply Default Values to Commodity Lines link is clicked, the system will
populate the corresponding values on the Step 2: Commodity Response section upon
saving.

Complete the Commodity Response grid — This section displays all Commodity line items for all
Commodity Groups from the referenced solicitation. Up to 15 Commodity line items can be
displayed in the grid. If there are more than 15 Commodity line items, then you can navigate
between the records by clicking the Next, Previous, First, and Last links. The rows in the grid are
sorted by Group and then by Line Number.
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SRW - 095- 050000058- 1- New- Draft

Commodity Line

Line
Type

v Defautt 1 A&rchitectural Services for Capitsl Plaza Renovation Service | |$SD,DDD.DD

Diefault 2 Travel Expenses Bid | tem M I|U.SBDUUU I |

r Save T Lindd I Print T \algale T Submit T Cloze ]

Line Description Unit Price

Response Type ‘ Contract Amount

Meny

The Line Type determines the required fields for each Commodity line, as outlined in the table

below.
!f the Line Type | Then the Required Fields are:
is:
ltem Response Type, Unit, Unit Price, Delivery Days
Service Response Type, Bid Contract Amount
Discount Response Type, Discount %, Effective To, Effective From, Bid Catalog
Catalog Response Type, Discount %, Effective To, Effective From, Bid Catalog

e The Response Type for each Commodity line defaults to “Bid”, but can be changed. You
can optionally enter data into the Comments field. If the Response Type for any of the
above line types is “No-bid” then you should only enter text in the Comments field;
however, the system will not prevent you from entering data in the other fields.

e You may use the TAB key to navigate through the grid. Selecting the TAB key will advance
the user to the next required field based on line type. If the cursor is in the last required field
for a row then typing the TAB key will transition to the cursor to the first row on the next line.

Complete the Criteria Response grid. This section displays all Evaluation Criteria lines for the
different Criteria Groups from the referenced Solicitation. Up to 15 criteria lines can be displayed in
the grid. If there are more than 15 lines, then you can navigate between the records by clicking the
Next, Previous, First, and Last links. The rows in the grid are sorted by Group and then by
Criteria Number. Only the required fields for each Line Item Type are editable.
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SRW - 758- 060000084- 1- New- Draft

Group | Line # | Short Description | Response Type Udte HESponse Humber Response Ye=s/MNo Response Text Response
v Detautt 1 Experience Text | | 15 yers
Detautt 2 Services Text | | immediate
Detautt 3 Guslifications Text | | mermber of local
business guild

First Frew Go To Mext Last

The Response Type for each criteria on the Solicitation determines which response field is
required on the SRW.

If the Response | Then the Required Fields is:

Type is:

Date Date Response (mm/dd/yyyy)

Number Number Response (any numeric value)

Yes/No Yes/No Response

Text Text Response (Can be any combination of text and numbers up to 256 characters)

Click Validate and then Submit to finalize the SRW document. When you close the document you will
transition back to the SRWZRD page where you can enter a response for a new Vendor without
retyping the Solicitation ID.

How to print the SRW document:

1. Select Print located at bottom of page.

o s~ e

Print page opens, Click Print and print job returns “Submitted Successfully”.

On the Action Menu, select “Attachments”

Highlight a row that has the Document ID on it (do not highlight the row with XML in it)

Select Download. You should get a pop-up window (assuming you have Adobe on your PC)

asking you to either open or save the file.

o

Select Open. This will open a session of Adobe and open the file.

7. Print the document from Adobe.

NOTE: Approvals are not required for Solicitation Response Wizard (SRW) documents. They will
Submit to Final.

)
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If you need to modify a finalized SRW you must complete the Mod Authorization step.

SRW - 758- 060000085- 2- Modification- Draft

| Actian Manu I

Line | Modified On | Modified By | Authorized By
&% v 1 03092006 mzhaw

First Prev Go To Mext Last

typographical error detected
Reason :

Autharized On : [3/24/2006

Autharized By : [MSHAWY

Auth Method : [verbal

Modified On : 02/0952006
modified By mshaw

[ Provious Step |

In order to submit a modification to a SRW document, you must describe the reason for the
modification in the Reason field

e List who authorized the modification in the Authorized By field
¢ Record the date the modification was authorized in the Authorized On field.
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Exercise 2 — Record a Vendor Response to the RFP using the SR Wizard
(SRW).

Scenario

You have received several paper responses to the RFP you created in Exercise 1. You must record
these responses into the system.

Task Overview

You will access the Solicitation Response Wizard page from your Procurement Workspace and
initiate two Vendor Responses to the RFP document you created in Exercise 1. You will record the
Vendors price proposals and enter Vendor Responses to the Evaluation Criteria.

Procedures

1. Access your Procurement Workspace and click Enter Bid Response in the Secondary
Navigation Panel. Expand the Solicitation Response section.

2. Click Solicitation Response Wizard (SRWZRD). The Solicitation Response Wizard page will
open.

3. Enter the Solicitation and Vendor Information on the SRWZRD page. The Solicitation Response
Wizard (SRWZRD) page allows you to initiate the Solicitation Response Wizard interface, which
enables manual or paper Solicitation Responses from a Vendor to be rapidly entered into the
system.

Solicitation Response Wizard

Menu

sk
rvSuIil:itatiun Information

Solicitation Document Code ; |RFP

Salicitation Department ; [758 1

Salicitation Document 10 ; [0500000002 )

| wendor 1D : [vCOO00100080 |

—w5olicitation Response Information

Solicitation Response Document Code : |

Salicitation Respanse DncumentDepartment:l

Solicitation Response DncumentUnit:l
Salicitation Response Document 1D | Auto Murnbering . [

Create Response Find Responses in Progress
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Document ID

Required Fields | Values

Solicitation Enter “RFP”.

Document Code

Solicitation Type in the department from your Student Card.

Department

Solicitation Open the pick list and select the RFP you created in Exercise 1.
Document ID

Vendor ID Search for and select “Bluegrass Investigators” from the pick list.
Solicitation Leave blank.

Response

Document Code

Solicitation Leave blank.

Response

Document

Department

Solicitation Leave blank.

Response

Document Unit

Solicitation Leave blank.

Response

4. Click Create Response.

5. Complete the Response Summary section.

information, which was entered on the SRWZRD page.

This section displays the Solicitation and Vendor

)
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Document View SRW - 670- 0600000008- 1- New- Final

+ Step 1: Response SUmmary | Action Menus |
Solictation Suminary
Default Information Apply Default WYalues to Commodity Lines

Dizcourt Information
Diocumert Information

r¥Solicitation Summary

et & Conninodlily Pz Solicitation Summary Information

Step 3 Criteria Response

Step 4 hod Authorization Solicitation : RFP-670-0600000007 Total Bid - §1,150.00
Document Comments Solicitation Description © Pre-Sentence Investigantion Writers Close Date ; 57706
mﬂﬁ Close Time ; 11:30
e Is=uing Office @ Cap Center Phone : 383-283-2888

Reguesting Cffice ; Cap Center Phone ; 888-888-2888
Buyer : Jamie Bailey Phone : 502-573-6806
Kentucky Department Of Parks Fau:
jamie baileygky. gow Status : Awarded
Procurement Folder : 32601 Procurement Type . PSC

~whefault Information
Click the "Ma Bid" link to the left if wyou do not wish to rezpond at this time, please set the Response Type '"HO BID' and provide a
reazon in the comment field

Response Type : |Bid j Yendor D |VCDDDD1DDD?9
;| Legal Mame ; Bluegrass Investigators
P — Alias/DBA
. Response Date |DSM?QDDB i

Response Time |1 1:20

Required Fields | Values

Response Date | Enter Today’s Date

Response Time | Enter a time that is before the Close Time listed in the Solicitation you created in

Exercise 1.
Other Fields Values
Legal Name Inferred from the VCUST table.
Alias/DBA Inferred from the VCUST table.

Response Type | If Response Type and Comments have been entered, and the Apply Default
Values to Commodity Lines link is clicked, the system will populate the
corresponding values on the Step 2: Commodity Response section upon saving.

Comments
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6. Click Next Step and complete Commodity Response grid. Enter the required fields below.

SRW - 758- 0600000005- 1- New- Draft

| Actian Menuy I

Commodity Line

Contract Amount

Unit Price

Line Description Response Type

«  Service 1 PSIWriter District 10 | Bid V| Service | |I| 115I]_I]D| |]

First Prev Go To Mext Last

r Save T LUz T Frint T Valdate T Submil T Cioze ]

henu

Required Fields Values

Response Type Leave as defaulted.
Contract Amount | Enter: $1150.00
Comments Leave blank.
(Optional)

NOTE: If the Response Type for any of the above line types is no-bid then you
should only enter text in the Comments field; however, the system will not prevent
you from entering data in the other fields.

NOTE: You may use the TAB key to navigate through the grid. Selecting the TAB key will advance
your cursor to the next required field based on line type. If the cursor is in the last required
field for a row then typing the TAB key will transition to the cursor to the first row on the next
line.

(]
h caldms 69 of 169



eMARS Course 603 — Personal Services Contracts

7. Click Next Step and Complete the Criteria Response grid. Enter the Text Response for each

criteria.

SRW - 758- 0600000005- 1- New- Draft

+  Default

Defautt

Defautt

| Action Meru I

Yesho
Respons=

Short
Description

Date Response Number Response Text Response

1 LowestPrice  Text | | | | see attached pricing

| Masters Degree in -

2 Qual Test | | | Social Waork and

15 years

3 EXP Text | | | |

Menu

First Frew Go To Mext Last

T Ciose ]

[ Save T Urdo T Print T

vaidatle | Submi

Enter the following information:

Required Fields

Values

Text Response

For evaluation criteria “PRICE” enter “$1150.00”

Required Fields

Values

Text Response

For evaluation criteria QUAL enter “Master Degree in Social work and extensive
investigative training”

Required Fields

Values

Text Response

For Evaluation criteria EXP enter “15 years”

Required Fields

Values

Text Response

For Evaluation criteria SOW enter “See Documentation on File”

8. Click Validate and check for errors. After correcting any errors, click Submit.

9. Click Close and you will be returned to the SRWZRD page. You can enter a response for a new
Vendor without retyping the Solicitation ID.

)
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10. Record a second Vendor Response for Vendor Tactical Investigations. To select this second

Vendor, delete the previous Vendor’s code and enter: “VC0000100080”

Solicitation Response Wizard

beny
hk
wSolicitation Information
Solicitation Document Code |RFF'
Solicitation Department ; |F5Ei
Solicitation Docurment 1D |IIIEEIEIIZIEIEIEIEI3

Wendor 1D - ['COOOD100080

icitation Response Information
Create Response Find Responses in Progress

11. Once the second SRW opens expand the Default Information and enter in the following
information.

Required Fields | Values

Response Date | Enter Today’s Date

Response Time | Enter a time that is before the Close Time listed in the Solicitation you created in
Exercise 1.

12. Click Next Step and complete Commodity Response grid. Enter the required fields below.

Required Fields Values

Response Type Leave as defaulted.
Contract Amount | Enter: $1200.00
Comments Leave blank.
(Optional)

NOTE: If the Response Type for any of the above line types is no-bid then you
should only enter text in the Comments field; however, the system will not prevent
you from entering data in the other fields.
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13. Click Next Step and Complete the Criteria Response grid. Enter the Text Response for each
criteria.

Enter the following information:

Required Fields | Values

Text Response For evaluation criteria “PRICE” enter “$1200”

Required Fields | Values

Text Response For evaluation criteria QUAL enter “Master Degree in Social work and extensive
investigative training”

Required Fields | Values

Text Response For Evaluation criteria EXP enter “10 years”

Required Fields | Values
Text Response For evaluation criteria “SOW” enter “SEE DOCUMENTATION ON FILE”

14. Click Validate and check for errors. After correcting any errors, click Submit.

15. Click Close and you will be returned to the SRWZRD page.
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6 — Consolidate and Evaluate Vendor Responses on the EV

document

The Evaluation (EV) document allows you to view responses from Vendors for a specific solicitation.
Much of the information on the Evaluation document defaults from the Solicitation document. The

remaining information comes from the Solicitation Responses and from Evaluator documents.

The Evaluation document consists of a series of sections that display the information collected in
various views and totals the scores collected from the Evaluator documents for the solicitation. The

Evaluation document is used to issue awards.

For off-line analysis, eMARS has the ability to generate a Bid-Tabulation in Microsoft Excel which can

be printed.

The Evaluation Process

To create the Evaluation (EV) document you Copy Forward from a Solicitation to the EV document.
Complete the Document Department, Document Unit and select Auto-Document Numbering.

Ta Drocument

|Dnc. Depantment Code : [758 | Diocument I1d ; |

Lnit Code : |LUMIT to Mumbering :

Target Doc Type | Target Doc Code Description

SR =R Respond to Solictation

S50 RFP Re-Solict In Same Procurement
v EW EY Create BV from SO

First Prev Mext Last

Copy Forward
henu
From Document
Category : |F'ROC Doc Dept: I?'Eai
Type : |SO Cioc Unit: W
Code : |RFP ID © 0500000002
Select Entire Docurment : YWersian |17

)
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Load the Responses into the Evaluation document. After the Closing Date has passed you may load
all responses into the EV for inspection and analysis.

EY 75 0000007 4

Document View

EV - 758- 0600000007 - 1- New- Draft

¥ Header
General Information
Document Crestion

Load Responses

Load Statistics
Load Statistics Details:

| Actian Manu I

Awarded fems - wGeneral Information
Bid Tabulation
Evaluators

Solicitation Commodity Line
Awvard By Line

Solicitation

758

Solicitation Dept :

RFP

Fricing Attachrment Open Time

Aovsdlby 2ol Salicitation Mumber : [0E00000002
Auwvard by Total
Rank by Criteria Group Frocurement Folder © 38801

Score by Evaluator
Score by Criteria
Comments Summary
Evaluator Comments
Document Comments
Document History
Document Reference

Future Triggering

Blyer Mame
Salicitation Close Date ; 04/05/2006
Solicitation Cloge Time : 10:00
Publish Date
Document Closed Date

FPersonal Service Contract
FPre-Sentence Investigation writers

Created By
Created On
Modified By
wodified Cn

Pricing Attachment Cpen Date

—
—

s ha
040552006
mshaw
04/05/2006

r kDocument Creation

Top

e C(Clicking on the Load Responses link will bring all Solicitation Response documents into
the EV. This includes SRW, SR and Bids submitted through Vendor Self Service.

NOTE: Responses can only be loaded once the solicitation document has closed.

e The Publish check-box on the EV document is used to post Public Bid Opening information
for a Solicitation document to Vendor Self Service (VSS).

Inspect the Load Statistics Details section to see all the Vendors who have responded and which bids

have been loaded into the EV.

EW 75

Document View

EV - 758- 0600000007- 1- New- Draft

Header | Action Many I
Load Statistics
- — -
som stz ials Vendor Name | Alias/DBA | Entered | Response | Loaded for Ewvaluation | Published
Awvarded fems
Bid Tabulation + DS Tests Manually 04052006 04052006
Evalustars PR Test 1 Manually 04052006 04052006
Solicitation Commodity Line PR Test 2 Manually 040572006 04052006
Aweard By Line First Prev 5o To Mesxt Last
Aavatd by Groug
Awvard by Total [ sawe | inde [ Pt [ veisae | Suwet [ cClose ]

Rank by Criteria Group
Score by Evalustor
Soore by Criteria
Comments Summary
Ewvaluator Comments
Document Comments
Document Histo

henu

Document Reference

Future Triggerin,

O
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Build an Evaluation Team (optional). The Evaluator document allows you to establish a Bid-Evaluation
team. The purpose of the team is to have experts in the field score and asses Vendor Responses for a
given opportunity. Each user identified in the Grid will be sent an e-mail requesting them to completing
an EVT document that they can locate from the Document Catalog.

Document View EV - 758- 0600000007- 1- New- Draft
Header | Actian Men I
Load Statistics
Load Statistics Details Create Ewaluator Document’s)
Gesledees Line Evaluator ID Name | EVT Dept | EVT ID | Submitted?
Bid Tabulstion -
¥ Evalustors 3 1 Im by Mzt Shawy [
Solicitation Commodity Ling ) -
Lovvard By Line 5% 2 |fp|nkst|:|n Fran Pinkstar| B
Anvared by Group :
E B
Bl g ikl 3% ¥ 3 |tsnapp Teresa Snapp [
Rank by Criteria Group Insert Mew Line Insert Copied Line First Prew Go To Mest Last
=core by Evalustar
Score by Criteris r Save T Lo T Frint T Vaidate T Subrmit T Close ]
Comments SUmimEty Meny
Evalustor Comments
Document Comments
Document Higtory

Document Reference
Future Triggering

e The Evaluator ID is the eMARS User-ID of the person selected to perform the evaluation.

Once the Users have been selected click Create Evaluator Document(s)

Score Vendor Responses to Evaluation Criteria on the Score by Criteria section. This page allows
buyers to view and score the Vendors’ criteria responses directly on the EV document by clicking on
the Load Criteria Line link. An exchangeable grid is used to switch between Vendors. Evaluations
that are entered via the EVT document will not display on this section. Click on the Delete All Lines
action to delete all lines from this section.

EV - 758- 0600000007- 1- New- Draft

| Action Meru I

Load Criteria Line Pelete All Lines

Criteria
Code

Description Vendor Vendor Response

Points Points
Available Awarded

~ Experience writing pre-sertencing reports PR Test 2 please see attached 40
Qualifications and Expertize PR Test 2 please see attached 40
FRICE Levwest Bidder Receives Points PR Test 2 Cheaper then cheap 20 I:l

Wendor: PR Test2 > I
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e C(Click on the Load Criteria Line link to load in all of the Vendors’ responses to Evaluation
Criteria.

e Use the Vendor: link to toggle between Vendors and score each Vendor’s responses.

e Use the Points Awarded field to establish a score for each Vendor's Evaluation Criteria
response.

Download all Bids into the MS-EXCEL Bid-Evaluation Template. From the Action Menu, click on
File>>Download Document.

NOTE: Excel Macros must me Enabled to generate the Bid-Evaluation Template. Please check
the Macro Security before generating the template.

| Actian J& 1

Edit »

Schedule »

approve B

Filz » Archive

Attachmi  |narchive Documents. ..
Send Page
&dd ko Favorites
Download Documenk

shaw |DDWI‘||EIE|I:| Diocurmer

Generate the Bid Tabulation Spreadsheet. Select the BID _EVAL template and click on the Generate
File button.

Document Templates

Menu

Browse Clear

Dacument Department ; Target Applicatian ; |
Template Mame : | hax Download Lines

Template File Mame : |

Document Department | Template Name | Template File Name | Target Application | Max Download Lines
~ ALL BID_EW &L BIDTAB.xls MS-EXCEL 1000

FIED Fhew NexD LIzl

Generate File Badk

(]
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Inspect the Bid-Tabulation spread-sheet.
responses tabulated.

MS-EXCEL will open with the data from the Vendor’s

The Total Bid worksheet displays Vendors ranked lowest to highest based on the total cost of their bid.
The lowest Vendor will be placed on the left and the highest will be on the right.

A B | C | D |
IPRTest1 PRTest2 DS Test3

Line 1 1200 2500 3200

Total Bid 1200 2500 3200

| e | LD 2| —

The Line Item Group worksheet consolidates all Vendors responses on a Commodity Group basis.
Vendors’ Responses to each group will be grouped together and then sorted lowest to highest.

z, | B | T O | E |
| [Group No [Group Name Vendor Name |Bid/Mo Bid | Group Total Cost |
| M Senices PR Test 1 Bid "1200.00

| M Senices PR Test 2 Bid 2500.00

| M Senices DS Test 3 Bid 3200.00

| 2 Travel DS Test 3 Bid 0.00

| 2 Travel PR Test 1 Bid 0.00

| 2 Travel PR Test 2 Bid 0.00

The Line Item worksheet consolidates all Vendor Responses on a Commodity Line by Commodity line
basis. All responses to the same line item are grouped together and then sorted in ascending order
(e.g. lowest to highest).

A B | C | D | E | F | J | L
2 |Line # Line ltem Type Vendor Bid / No Bid Vendor Comments Line Description Contract Amount Line Item Total
ERi Service PRTest1 |Bid PSI Wyriter District 10 [1200.00 .00
[ 4 [ Sewice PRTest2 | Bid PSI Writer District 10 [2500.00 .00
|5 i Semvice DSTest3 | Bid Low ptice hid PSI Wyriter District 10 [3200.00 .00
3

Save the MS-EXCEL file to your local file system. You may attach the Bid Tabulation to the Evaluation
document for future reference.

)
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Record an Award Justification for each Vendor receiving an award on the Evaluator Comments
section. At least one comment must exist for all Vendors selected for award. If a comment does not

exist an error will be received upon attempted creation of the award document.

EV - 758- 0600000007 - 1- New- Draft

| Actian Menu I
Bvaluator Comments
Line | Evaluator Date Vendor | Alias/DBA Comments
- t qualified far
3 By v 1 MattShaw 040502006 DS Test 3 rost Gua’
e the work in London

First Prew Go To Mext Last
Response : DS Test3 >

[Thzett Hew Line Insert Copied Line

Crate : 0450572006

rost qualified for the wark in
Londaon

Comments

r Save T Lndz T Print T Vvaldale T Submif T Cioze ]

Menu

e Comments Box- Record your award justification in this box.
¢ Click the Response: Vendor link to toggle between Vendors.
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Choose how the award will be generated. Awards can be generated one of three ways: Award by
Total, Award by Group or Award by Line. You will need to complete only one of these sections to
determine who will be granted the award.

If you are awarding the total document to a Vendor you will choose the Award by Total section. Award
all line items to a Selected Vendor by choosing the Vendor in the Grid section and selecting the Award
All? check-box. After making the selection in this section, transition to the Header, expand the
Document Creation section, and generate the Award document.

EV - 758- 0600000007 - 1- New- Draft

Award by Total

v 1 PR Test1

2 DS Test 3
5 PR Test?2

Vendor Name | Alias/DBA | Adjusted Total | Total Points | All Lines Bid?

EB7  true
ga true

77 true

| Actian Many I

Response Link
SR 755 0600000005

SR, 5F, 0600000007

SR, 53, 0600000006

First Prev Go To Mext Last

Minarity Owned Enterprise : [

Wormen Owned Enterprize [

All Lines Bid? v

Total Bid

2120000

Factor:

Total Points : 67 Adjusted Total

Awvard AT
Re-Salicit:

Save T Lindo T Frint T \aldate T

Subrnif T Close ]

e Selecting the Award All? check-box indicates that you would like to create an award for the
Vendor selected in the grid section for all Commodity Lines on the Solicitation.

e Selecting the Re-Solicit check-box indicates that no award will be created.

)
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If you are awarding by Commodity Group(s) you will choose the Award by Group section. In the Grid
section, select a Group and Vendor with which to create an Award. After making the selection,
transition to the Header, expand the Document Creation section, and generate the Award document.

EV - 758- 0600000007 - 1- Mew- Draft

Award by Group

Award | Commodity Group | Vendor | Alias/DEA | Regsponse Type | Total Amount

| Actian Manu I

~  falze Services PR Test 1 Bicd F1,200.00
falze Travel PR Test 1 Bicd F0.00
falze Services D= Test s Bicd F3,200.00
falze Travel D= Test 3 Bicd F0.00
falze Services PR Test 2 Bicd F2.500.00
falze Travel PR Test 2 Bicd F0.00
First Frev o To Hext Last
Award © [
Re-Solicit: [
Commaodity Group  Services
Yendor: PR Test
AliasiDBA
Response Type © 1
Total Amount © §1,200.00
r Save Lo T FPrint T valdale T Submif T Clozse ]

e Selecting the Award check-box indicates that you would like to create an award for the
Vendor selected in the grid section for all Commodity lines in the selected Commodity

Group.

e Selecting the Re-Solicit check-box indicates that no award will be created for the
Commaodity Group in question.
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If you are awarding Commodity Line(s) to a Vendor you will choose the Award by Line section. In the
Grid section select a Vendor with which to create an Award. To select a different line for award, click
on the link at the bottom of the grid. After making the selection, transition to the Header, expand the
Document Creation section, and generate the Award document.

EV - 758- 0600000007 - 1- New- Draft

Award By Line
Award | Award Created? | Vendor | Alias/DBA | Resp Type | Award Quantity | Contract Amount | Amount
~ false falze PR Test 2 Biic 0.00000 250000 F0.00
falze falze PR Test 1 Bic} 0.00000 1200.00 F0.00
falze falze D5 Test 3 Bicd 0.00000 320000 F0.00

pakion Tree I Group Services: 99052 > I

F—— ' F

First Prev Go To Mewxt Last

Re-Solicit: [

Mo Aweard - [
YWendor: PR Test 2

AliasiDBA

Resp Type : Bid
Amaunt : F0.00

Award Quantity : |0.00000

Contract Amount ; |250EI.EIEI

Selecting the Award check-box indicates that you would like to create an award for the Vendor
selected in the grid section for the selected Commodity lines.

The Award Quantity is used to split how many individual units of quantity are being awarded.
You may award over the total quantity of the Solicitation line.

Generate the Awards one Vendor at a time from the Document Creation section in the EV Header.
When an award is generated from the EV it will take information from several places:

Terms and Conditions and Supporting Documents will be copied from the Solicitation.
Accounting information will be copied from a referencing Requisition (RQS), if it exists.

Pricing will be taken from the Vendor’s bid as recorded on the Solicitation Response (SR/SRW)
document.

The Vendor will be taken from the Solicitation Response (SR/SRW) Document.

NOTE: Award documents with Accounting consequences that reference a Requisition will be

generated with a memo Commodity and Accounting line reference back to the
Requisition.
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EV - 758- 0600000007 - 1- New- Draft

Load Responses

sk

bGeneral Information

=Document Creation

Docurment Code |F'ON2

Document Departrment Code : |758
Docurnent Unit Code - [LIMIT
Lacument Prefix:

Create Document

Top

r Save T Lo T Print T Validale T Submif T Cloze ]

e The Document Code field allows users to select the target document code that will be
created. For PSC/MOA please enter PON2 only. Clicking Create Document will create the
document for the Vendor and line items selected on Award by Total, Award by Group or
Award by Line sections.

NOTE: A single Solicitation line may not be awarded twice to the same Vendor.

NOTE: Only one Award may be created at a time. Every time the Create Document link is clicked,
the Award by Total, Award by Group or Award by Line sections may only have
selections made for a single Vendor.
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Inspect the Awarded ltems section to track how each line was awarded. You may open the
Generated documents by clicking on the Hyperlink Document ID.

NOTE: If an item is deleted from a generated award it will correspondingly be deleted from this
inquiry.

EV - 758- 0600000007 - 1- New- Draft

| Actian Menu I

Vendor Quantity

Name Awarded s

s 1 1 PON2,75S5 0600000004 COO000100001 PR Test 1 0.00000 120000
First Prewv Go To Mext Last

r Save T L T Print T Valdale T Subrmif T Close ]

henu

When the Awards that were generated from the EV have been Submitted to Final, you will return to the
EV document and submit it to final as well. This action will trigger the upload of award information to
Vendor Self Service (VSS).

How to print the EV document:

Navigate to each section of the document starting at the Header section. Open up each field of the
document that you want to view on your printed document. Once you have the fields open, right click
on your mouse and select Print Page
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Exercise 3 — Evaluate and Tabulate Vendor Responses to the RFP using the
EV document and Excel document download.

Award a Personal Service Contract from the EV document

Scenario

You need to evaluate and compare the Bids that came in for the RFP for Investigation Services you
created in Exercise 1 and the Responses you created in Exercise 2. You need to award a Personal
Services Contract (PSC).

Task Overview

You will access the RFP you created in Exercise 1 from the Document Catalog. You will Copy
Forward from the RFP to an EV document. When the EV is created you will load in all of the
responses. You will inspect and score the Vendor’s responses to your Evaluation Criteria. You will
download the EV document into a Bid-Tabulation Spreadsheet. You will record an Award Justification
using the Evaluator Comments section for the Vendor being awarded the Contract. You will award
the Personal Service Contract (PON2) from the EV. Once the contract has been generated, you will
access it from the awarded items inquiry, add additional required information, and Submit it to final.
Once the award has been submitted to final, you will return to the EV document and Submit it to final
as well.

Procedures

1. Access the Document Catalog and open the RFP you created in the previous Exercise 1. If you
have not logged out since it was created you may open your History to find a hyper-link to the
document. Click Home, Click Search, Click Documents Catalog, Enter the Document ID of the
Solicitation from Exercise 1.
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2. After opening the document, Click Copy Forward from the RFP created in Exercise 1 to the EV

document..

Copy Forward

From Document

Catagory |PRoc Doc Dept |75a
Type ISO Doc Unit IUNIT

Code : [RFF ID : 0500000002
Select Entire Document ;& Warsion |1

To Document

Doc. Department Code I?GB | Docurnent Id :|

Lnit Code IUNIT b ato Mumbering . W

| Target Doc Type | Target Doc Code | Description
=R =R Respond to Solicitation
S0 RFP Re-Salict In Same Procurement
~ EY EW Creste EY from S0

First Prew Mext Last

0K | Cancel

hdenu

3. Click the EV line in the grid
4. Enter the following required fields:

Required Fields Values

Doc. Department Code | See Student Card
Unit Code UNIT
Auto-Numbering Select the check box.

5. Click OK. An Evaluation document (EV) is created.

)
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6. Click Load the Responses to bring all Solicitation Response (SR) documents into the Evaluation
Document (EV). This includes SRW, SR and Bids submitted through VSS.

Procurement  Accounts Payable A ple Budoet  Cost Accountine
v EVY - 758- 0600000008- 1- Mew- Draft
Header "
Actian Wany
General Information LAJ
Document Creation
= Load Responses
Load Statistics
Load Statistics Details
Awvarded ftems ~wGeneral Information
Bidl Tabulation o - .
Evalustors Solicitation |RFF‘ Fricing Attachment Open Date : I
Solicitation Commodity Line R . L . I—
 awardBelioe Solicitation Dept : I?SB Fricing Attachment Open Time
CHES (e Solicitation Number ; [0B00000002 Created By - Student758
2uwvard by Totel Created On 041 212006
Rank by Criteria Group Procurement Folder : 24601 ) )
S e poe todified By : Student7Tas
tteri Modified On: 0411 202006
Lotz by s Fre-sentence investigation
Comments Summary wiriters
Evalustor Comments
Document Comments Buyer Marne :
Document History Solicitation Close Date : 04011 272006
Document Reference Solicitation Close Time : 15:00
Future Triggering -
Fublish : v
Fuhlish Date .
Document Closed Date
 BDocument Creation

NOTE: By selecting the Publish box in the EV document you are consenting to post all received
bids from the solicitation to the Vendor Self Service (VSS) website. If you do not want this
information to be posted to the public, do not select the Publish box in the Header of the EV
document.
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7. Click Load Statistics Details on the Secondary Navigation Panel. Review this section to see all the
Vendors who have responded and which bids have been loaded into the EV.

Cost Accountin

Budaget

Accounts Receivable

Procurement

Document View EY - 758- 0600000008- 1- New- Draft

| Actian Manu I

Logad Statistics
T e T
B VYendor Hame Alias/DBA | Entered | Response | Loaded for Evaluation | Published

Awvarded tems
Bid Tabulation

~  Bluegrass Investigators fanually 0401 272006
Evaluators Tactical INvestigations Manually 040 272006

Solicitation Commodity Line First Prev Go Ta Mest Last

Sovard By Line
Ayvard by Group r Save T Ll T Print T Valdale T Subrmif T Cloze ]
Aweard by Total Menu

Fank by Criteria Group

Score by Evalustor
Score by Criteris
Comments SUmmary
Evaluator Comments
Document Comments
Document History

Document Reference
Future Triggering

8. Click Score by Criteria on the Secondary Navigation Panel. This page allows Buyers to view and
score the Vendors’ criteria responses directly on the EV document by clicking Load Criteria Line.
An exchangeable grid is used to switch between Vendors. Evaluations that are entered via the EVT
document will not display on this section.

EY - 758- 0600000008- 1- New- Draft

| Action Man I

Load Criteria Line [elete All Lines

Puints
Avi llable

Criteria
Code

Alias/DBA Points Awar

Vendor Response

Yendor

Description

~ PRICE Lowvest Bidder Receives Points Bluegrass Investigators see attached pricing —I 20 IQD
w
, 1 -
Gualifications and Training Bluegrass Investigators M?St.er dEgre.E In —I 40 ItlD
Criminal Justice =]
. -
Experience Writing Pre-Sentencing Reports  Bluegrass Investigators 25 Years. —I 40 IdD
conducting and |

First Prew &o To WNesxdt Last

I Wendor : Bluegrass Investigators > I

r Save T Lhnd T Frint T valdale T Sk T Cloze ]

9. Click Load Criteria Line to load in all of the Vendors’ responses to the Evaluation Criteria.
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10. Score Vendor Responses to Evaluation Criteria. Use the Points Awarded field to establish a score
for each Vendor’'s Evaluation Criteria response. Enter the following scores for each Vendor. To
toggle between Vendors and score each Vendors’ responses, click the Vendor: link below the grid.

Required Fields | Values
Points Awarded | Vendor: Bluegrass Investigators
PRICE: 20
QUAL 40
EXP 40
SOwW 50
Vendor: Tactical Investigations
PRICE: 15
QUAL 40
EXP 30
SOwW 40

11. From the Action Menu, click on File>>Download Document to download all Bids into the MS-
EXCEL Bid-Evaluation Template.

NOTE: Excel Macros must me Enabled to generate the Bid-Evaluation Template. Please
check the Macro Security before generating the template.

Edit »
Schedule »
Approve B
File » Archive
Attachme  Unarchive Documents. ..
Send Page
&dd ko Favorites

Download Document

shaw |DDWI‘||EIE|I:| Diocurmer

12. To generate the Bid Tabulation spreadsheet, select the Bid Evaluation template and click
Generate File.
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Document Templates

Menu

Browse Clear

Dacument Department ; Target Applicatian ; |
Template Mame : | hax Download Lines

Template File Mame : |

Document Department | Template Name | Template File Name | Target Application | Max Download Lines
~ ALL BID_EW &L BIDTAB.xls MS-EXCEL 1000
First Frav Me«t Last

Generate File Ak

13. When given the option to Open or Save the file, click Open on the windows dialog box.

14. The MS-EXCEL opens with the data from the Vendor's responses tabulated. Inspect the Bid-
Tabulation spreadsheet.

a) The Total Bid worksheet displays Vendors ranked lowest to highest based on the total cost of
their bid. The lowest Vendor will be placed on the left and the highest will be on the right.

A B 5 D E
1 !Bluegraﬁ Investigz Tactical INvestigations
2 |Line 1 1150 1300
3 |Total Bid 1150 1300
4
5
—

b) The Line Iltem Group work sheet consolidates all Vendors responses on a Commodity Group
basis. Vendors’ Responses to each group will be grouped together and then sorted lowest to

highest.
A | B | C | D | E
2 |Group No |Group Name Vendor Name Bid/Ho Bid Group Total Cost |
3 1 SEnices Bluegrass Investigator: Bid 115000
4 N Services Tactical [Nvestigations Bid "1300.00
5
2]

c) The Line Item work sheet consolidates all Vendor Responses on a Commodity line by
Commodity line basis. All responses to the same line item are grouped together and then
sorted in ascending order (e.g. lowest to highest).
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A E | & F | | H | | [ J | K | L
2 JLine # Line Item Type Vendor Line Description Bid Oty | Bid UOM Unit Price Contract Amount Discount % Line ltem Total
3 |
41 Service Bluegrass Investigators |PSI Yriter District 10 0.00000 1150.00 0.00
5[ Senice Tactical INvestigations  |PSI Writer District 10 0.00000 A500.00 .00
B
7|
| 8 |

15. Close MS-Excel and return to the EV document.
16. From the Document Templates page, click the Back link.
17. Click Evaluator Comments on the Secondary Navigation Panel.

You must record an Award

Justification for the Vendor receiving an award on the Evaluator Comments section prior to the
creation of the award document. If a comment does not exist, you will receive an error message

when you attempt to create the award document.

NOTE: When you initially transition to this page the Comments field will not be disabled. (e.g. you

will be able to type information in that field. HOWEVER, the text will not be saved unless

you have inserted a new line).

EV - 758- 0600000005- 1- New- Draft
| Atian Many I
Evaluator Comments
Line | Evaluator Date Vendor | Alias/DBA Comments
& v 0 032342006
|Insert Mew Line I;sert Copied Line ettt
Eesponse : PR Test2 »
Lot 4 [mhnE A T AT =
Comments
r Save T Loy T Print T Valdate T Siabrmit T Cloze ]
henu

18. Click Insert New Line and enter the following required fields:

Required Fields | Values

Comments Enter “Recommend Bluegrass Investigators”.

19. Click Award by Total link on the Secondary Navigation Panel.

)
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EV - 758- 0600000008- 1- Hew- Draft

| Actian Menu I

Award by Total

Vendor Hame Alia=/DBA | Adjusted Total | Total Points | All Lines Bid?

Response Link

v 1 Bluegrass Investigatars 100 true SRS 0600000009
2 Tactical INvestigations g5 true SR 75 0600000005

First Prewv Go To Mext Last

Winarity Owened Enterprise [ Total Bid : §1,150.00
Warnen Owned Enterprise : [ Factor: |
Lot l =it . 'ili-ll'l .n.l"l.:lli"""ﬂl"l Tot-l

=gy L

Al Lines Bid? : Awward AT W
FRe-Solicit: T

r Save T Lhnd T FPrint T Vabdale T Submit T Ciloze ]

hMenu

20. Award all line items to Bluegrass Investigators by selecting the Award All? check-box.

Required Fields | Values

Award All? Select the check-box
Re-Solicit Leave blank.

All Lines Bid? Leave checked.

21. Click Header on the Secondary Navigation Panel.
22. Expand the Document Creation section to generate the Award Document.
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eMA

EY - 758- 0600000008- 1- New- Draft

| Action Maru I
Load Responses
7k
—wGeneral Information

Solicitation |RFF' Fricing Attachment Open Date I
Solicitation Dept : [753 Fricing Attachment Open Time I

Solicitation Mumber : |E|EI:|DE|E|E|E||:|2 Created By - Student?ss
Created On ;. 0401252008

Madified By ; Student?aa
Modified COn ;. 0401 22006

Procurerment Falder : 34601
[S=]

Fre-sentence investigation
witers

Buyer Mame :
Solicitation Close Date : 041 272006
Solicitation Close Time : 15:00
Fublish : W
Fublish Date :
Document Closed Date

—*hocument Creation

Document Code : [PONZ]

Docurment Department Code :
Diocument Unit Code : [URIT

Diocument Prefix

Li)

Create Document

Top

23. Enter the following required fields:

Required Fields | Values
Document Code | Select “PON2".

24. Click Create Document to create the Award document for the Vendor and line item(s) selected on
Award by Total, Award by Group or Award by Line sections.

25. Click Awarded Items on the Secondary Navigation Panel. This view allows you to inspect how
each line was awarded. You may open the generated documents by clicking the Hyperlink
Document ID.

NOTE: If an item is deleted from a generated award it will correspondingly be deleted from this
Inquiry.
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eMARSI:

Budget

Document Yiew
Header

Actian Meny
Load Statistics
Load Statistics Details - =
—_——— 50 Commodity - Quantity Contract .
e r <
g.\‘;v?riet?altt.ems Line Ho Award Link Vendor Code Yendor Hame Awarded Amount Discount
il Tabulstion
Evaluators ¥ 1 1 POR2 7S5 0600000006 /C0000100079  Bluegrazs Investigators 0.00000 1150.00
Solictation Commadity Line First Prew Go To Mext Last
Awvard By Line — >
TEmlEam | [ sawe [ Unde  J Pt ] vaigate | Submt ] Clos= |
Avwvard by Total Menu

Rank by Critetia Grougp
Score by Evaluator
Score by Criteria
Comments Summary
Evalustor Comments
Document Comments
Document History

Document Reference
Future Triggering

Please wait before going on with the exercise.
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26. Click the Award Link to open the PON2 document just created. The PON2 document opens to the
Header section.

Load T and C Ship/Bill Ta Lines
Aszemhble Document Wiew Aszembly Request

Header
&k
waeneral Information
Document Mame : jl PCard 1D |
FCard Exp : |

Record Date - IDSID'WEDDE Frocurement Folder : 35601

Budget FY IQDDE Frocurerment Tvpe ; PSC
Fiscal Year |72EIEIE Frocurernent Type 10 I'l?'

— I”— Cited Authority - [FAP 111-43-00-5TD

. . . Fersonal Services Contracts-
Pre-Sentence Investigantion YWyriters ;l Standard

= Accounting Profile ; I
Actual Amount : §1,150.00
Closed Amaount: $0.00 Terms Template : |

Closed Date : Confirmation Order: [~
Default Form : [PO_CMTRCT_FORM

Dacument Description

Last Print Date :I

Total of Header Attachments ;1
Total of All Attachments © 2

27. Click Edit at the bottom of the page to add required information to the PON2.
28. In the General Information section of the Header, enter the following required fields:

Required Fields | Values

Procurement Select “17” from the pick list.

Type ID

Cited Authority | Select FAP 111-43-00-STD from the pick list.

Default Form Enter: PO_CNTRCT_FORM (If processing a modification, choose the

MOD_CNTRCT_FROM).

29. Open the Contact section and note that the information defaulted from the EV document.

30. Click on Vendor in the Secondary Navigation Panel and note the vendor information defaulted from
the EV document.

31. Click on Terms and Conditions in the Secondary Navigation Panel and note the Free Form
Terms and Conditions that defaulted from the EV document. When the Free Form Terms and
Conditions defaults from the Solicitation the attachment associated is the same attachment used in
the solicitation document. You will need to delete this attachment and upload your own attachment
to be incorporated into your final contract. Users will need to download a copy of the Personal
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Service Contract Terms Template from the eMARS website and modify it to appropriately reflect the

PON2.

32. Navigate to the eMARS website and click on the Procurement Functional Area.

eMARS - enhanced Management Administrative
Reporting System

Applications

» eMARS (Financial
Production)

FY 2007 Year-End

= Y¥ear-End Information
(links related to year-end
docurnentation such as allotrment
liztings; pending transactions in
eMARS; procedures, guidelines,
cormmmunications, etc

(07/18/07)
m Fiscal ¥ear 2008 Monthly
Clasing Schedule (o7s27/07)

Communication|

Training

» eMARS End-User Training
(Training resourcas e.g. Catalog,
I5Gs, Materials, Manuals,

Registration, Schedule) (10/04/07)

Wt

» Controller's Office

= Commonwealth Office of
Technology

= Customer Resource Center

= Office of Material and
Procurement Services

= Statewide Accounting

Service:

eMARS Newsletter [ssue 16 now available...Click here fd

Functional Areas

e Cost Accounting (os/z3/06)
e Chart of Accounts (COAY

Plan (nsfos/ne)

« Financial (os/o3/08)

e Fined Assets (10/02/07)
e

vl T oL aey

* Procurement
[i,e. Personal Service Termplates)|

(10/05/07) Hiddie
e Reporting (08/15/07)
« Yendor Self Service (WSS}
e Security/Workflow Approvals
(05/19/08)

33. Select the Professional Service Contracts template and Open a copy of the template to your

desktop.

Procurement
Terms and Conditions Templates

The following templates have been created by the Office of Procurement Services to
replace the PSC1 Terms and Conditions.

1 k5]

« Personal Service Contracts {PSCY (10/0e;0z) MDAt

)
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File Download x|

Do you want to open or zaye this hle?

@ j Mame: PSCAwardTemplate2S5ept2007 . doc
Type: Microsaft \Word Document, 57.5 KB

From: Ffinance.ky.gov

Open Save

v Always ask before opening this type of file

harm pour computer. [F pou do not tust the zource, do not open or

@ “While files fram the [nternet can be useful, some fles can potentially
zave thiz file. What's the righk?

34. Modify only the highlighted sections of the document to make it specific to the Personal
Service Contract and the issued Request for Proposal.

Enter the following into the appropriate fields:

Required Fields | Values

RFP Title Enter: ”Pre-Sentence Investigation Writers”

Agency Enter: “Office of the Controller”

Vendor Enter: “Bluegrass Investigators”

Scope of Enter: “The Department is required to provide sentencing courts with timely,

Contract relevant and accurate data to aid the court in determining appropriate
sentences for felony offender’s......
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eMARS|::

EZ"{" PSCAwardTemplate255ept2007.doc - Microsoft Word = |ﬁ' |5|
© Flle Edit Wiew Insert Format  Tools  Table  Window  Help Type a guestion for help = X
NTEZHRS SR RE S - 54_4 Normal + Eold, + Arial -2 -[Blr U EEESlE-EEEED val’_fvév!

= &)l Entries = | mew... !

=

wn
o

PERSONAL SERVICE CONTRACT FOR

BETWEEN

THE COMMONWEALTH OF KENTUCKY

Office of the Controller
AND

kokokk ok ok ok ok ok ok ok Ak ok ok ok ok ok k

This Personal Service Contract (FSC) is entered into, by and between the
Commonwealth of Kentucky, "the Commonwealth") and

to establish a Contract for
This PSC is effective and expires

The Commonwealth and Contractor agree to the following:

|. Scope of Contract

.3

AN

Page 1 Sec 1 1jg ak 1" Inil ol t REC TRK EXT ovR 53

35. Remove all highlighting from the document by selecting all the text (Ctrl + A) and select the highlight
from the toolbar.

36. Once all the changes have been made to the document save it to your desktop as an .XML. and
close the file.

savens 2%

Save in: I@ Deskkop j @ -4 | Q X C - Tools =
{CIMARS Applications
‘QMV Mebwork Places
My Recent g My Computer
DELTTERES ﬂMy Docurmnents
Deskiop
My Docurments
-

My Computer

Transform: Transfor,.. |
Q iloes: I IS—————— —r L [ apply transform Gy
Iy Metwork [ Save data only —
Flaces Save as bype: IOCLITIE nl} Cancel ;
4
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37. Return to the Terms and Conditions section of your PON2 document.
38. Click the Attachments, link from the Action Menu.

3 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

Document View PON2 - 758- 0700000002- 1- New- Draft
Header

endor
Business Type Load T and C Ship/Bill To Lines

Sub Wendor Section | T&C | Name Date Incby | Modified
Accounting Distribution .
| Terms and Condtions | 99 v FREE FreeForm 032002006 by fulltext false

Special Instructions Inzert Hew Line Insert Copied Line First Prew So 1o TTEnp Eaupe—s

Commadity

Commodity T 3C Attachments
LOMMOAiy T &L

Accourting General Information

| Postw . e by =
Supporting Documerts TE&C: IFREE iy I by full text l

Proof of Necessity Marne |Free Form hiodified : Ifalse
Document Comments

Document History Saction - |1 T&C Attachment File Name : RFPTS80600000002" =ML
Document Reference

Future Triggering Sequence ; I
Date IDSQQQDDE

Details
[ sawe [ Umo [ Pit [ vaiswe | Submt ] Cios= ]
Menu
@ hittps fikyadyprod3, state, ky, us/trng3 fin/advantage/advantage/javascript{+ l_ l_ l_ l_ l_ |\d Local intranet 4

39. The Attachment page opens. Click Delete to discard the Terms and Conditions associated with
the Request for Proposal document. Once the attachment has been deleted, click Upload to attach
your Personal Service Contract Template you modified in step 36.

NOTE: It is important that you delete the default attachment that is automatically brought in when
the Free Form T & C is selected. If the default is not deleted it may cause problems during the
assembly process.
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Attachments

Menu

File Name Type Date User ID | Primary State
~ RFPT530600000002° xml Document XL 11707 Student0d  Mesw
First Prev Mext Last

load Bownload| Delete Restore

File Mame : RFPTE30600000002" xml ;I
T :
ipe 4 Description :
Date ;111507
User 1D © Studenton =

Frimary State ;. 0

Eeturn to Document

Wiew Aftachment History

40. Browse your local hard drive for the PON2 Awards template that has been saved as an .XML
document.

NOTE: Make sure that the Attachment Type of Document XML is selected

Upload Attachment

henu

Upload Cancel

Atachment File ; | Browse... |

Diescription : |

Attachment Type © [ Docurment XML =

41. Once you have located and selected the correct file, click Upload.

Upload Attachment

hlenu

Upload Eancel

EhE=T mentFiIE:|h:\annieKF'SCAwardTemplateEESethDD?.xml Browse... |

Description :|

Attachrnent Type : |D|:|curnent AL j

)
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42. Once the upload has completed successfully, click on the Return to Document link to be
transitioned back to the Terms and Conditions section of the PON2. Once there you will notice that
the T & C Attachment File name has changed to your new file.

Attachments

hlenu

File Hame Type Date Uger ID | Primary State
+  PECAwardTemplate255ept 2007 xml  Document XbL 11407 Student00  Mews
First Prev Mext Last

Upload Lowwnload Delete Restore
File Mame : PECAwardTemplate255ept2007 xmil ﬂ
Type @ 4
Date : 1101707
User D : Studentao =
Primary State : 0

|Return to Document |

Wiew Attachment Histony

Description :

PON2Z - 758- 0700000002- 1- New- Draft

| Actian Mery I
Load T and £ Ship/Rill To Lines
Section | T&C Name Date Inc by Modifhied
&h 1 FREE Free Form 03502952006 by fulltext falze

Insert Mewe Line Insart Copied Line First Prew o To Next Last

General Information

Tec-[FREE Ine by II:ug,r full text "I

Marme : IFree Farrm Wocified: !F-:.Ien

Section - |1— T&C Attachment File Mame : PSCAMARDTEMPLATEZSSERPTZ007 XML

Sequence:l

Date : |13/29/2006

Details :

r Save T Lindo T Print T Validale T Submif T Cloze ]

henu
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43. Click on Commodity in the Secondary Navigation Panel and note the Commodity information
defaulted from the RFP document. (This information should not be changes due to the Competitive

Bidding Processes.)
44. Click on Accounting in the Secondary Navigation Panel to enter Accounting string information.

Buiclget

Procurement

Document View PON2 - 758- 060D000006- 1- New- Draft
Headet -
p_ | Acticn Mer I
Wendor
Buziness Type Load T and € Ship/Bill To Lines
Sub ‘Yendor Line | Line Amount | Line Closed Amount | Modified

Accourting Distribution g

Terms and Concitions &% B v 0 $0.00 falze

Special Instructions Insert Hew Line Infert Copied Line First Prew 3o To Mext Last
o it Commedity 1: 09052 >

Commodity T &2
~ Aocounting Fhk

G | Infiorimsti .
=eners Nionmaton ~wGeneral Information
REeference

Fund &ccounting Event Tupe | Budget FY : I

Dietail Accounting °

Paymert Details Accounting Template IG?SBDD Fiscal vear: I

Pozting
Supporting Documents — Period : I

A sty Line Description : ;
Document Comments 3 : Freight % : I

Document Histony .
|| Modmed:|false

Document Reference
Future Triggering Ling Amount |115E| Mumber of Attachments - 0

Reserved Funding | 4|
Line Closed Amount: $0.00
Line Closed Date :
Referenced Line Amount : £0.00

 kReference ]

~=Fund Accounting

Fund:l Object: [E170 OESA:I
Sub Fund:l T CTTEeT | Sub OBSA:I
|—
—

Department ; Revenue:l Dept Chject :

I — | —

45. Click Insert New Line and enter the following required information:

Required Fields | Values

Accounting Enter the Accounting Template from your Student Card.
Template

Line Amount Enter the contract amount. Enter 1150.

Object Enter E170.
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46. Complete the Proof of Necessity component. Click Proof of Necessity from the Secondary
Navigation Panel. The page opens to the General Information section.

wieneral Information

Type of Award INEW 'I

To provide Pre-Sentuce
Irvestigation (PS1) reparts an an as
needed basis for Probation and

Parole District 11. |
=

Diescription of Work to be Performed :

The Departrment of Corrections,
Frobation and Parolee (or its
designees) shall monitor progress
of job tasks and make payments to

Flanned Performance onitoring Activities

47. In the General Information section, enter the following required fields:

Note: You are not required to enter in all the information noted in the field below.

Required Fields | Values

Type of Award Select “New”

Description of Enter

Work to be “To provide Pre-Sentence Investigation (PSI) reports on an as needed basis for
Performed Probation and Parole District 10.

The Division of Probation and Parole are required to provide sentencing courts
with timely, relevant and accurate data to aid the court in determining
appropriate sentences for felony offenders. Pre-sentence investigation ( PSI)
reports are written court ordered reports after a felony offender's adjudication
of guilt. It is a record of information reflecting the felony offender's
background to assist the court and other criminal justice agencies in
determining an effective program for the offender including an analysis of the
history of delinquency or criminality, physical and mental condition, family
situation and background, economic status, education, occupation, personal
habits and any other matters that the court directs to be included.”.

Planned Enter

Performance “The Department of Corrections, Probation and Parole (or its designees) shall
MO'_“t_O_”“Q monitor progress of job tasks and make payments to the vendor in accordance
Activities with the terms detailed in the contract clauses. Upon completion, pre-

sentence investigation reports shall be maintained solely in the custody of the
Department of Corrections, Division of Probation and Parole. Vendor shall be
required to maintain confidentiality of report contents in compliance with KRS
439.510 and KRS 532.050.”
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48. Open the Source of Funds section and enter the following required fields:

~wSource of Funds
Total Amount on Contract |$1 150,00 Iffederal, is there an associated grant I vl

Fedaral : |$u_|:|u

General : |$1 150

Agency ;|

Capital Construction |$III.EIEI

Other : |$u_|:|u

Required Fields | Values
General Enter 1150

)
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49. Open the Contract Cost Information and enter the following required fields:

wContract Cost Information
Method of Payrment : |Externa|

Freguency of Payrment : IMontth j

Agency Paying FICA IND 'l

Award costincluded as a line item

inthe most recent budget bill
forthe Commonwealth ; | Mo ¥

Ifthe award costis notincluded

as a line itern in the most recent

hudget bill for the Commoaonwealth,

isthe costincluded in the

current agency hudget: INU :I'

If Other, explain

If awrard costis notincluded as aline item |[t has been deter

composition of PS
taking a significant
explain the source of the funds © [away from the Pro

and notincluded inthe current agency budget,

) ~ |¥150/per report. Cost is based on =l
Detailed Descriplion |asitmated projection of pre-
of Projected Cost: |sentence investigation reports per
ranth. =l
[—
Basis for Payment
=
Required Fields | Values
Frequency of Select Monthly.
Payment
Agency Paying Select No.
FICA
Agency cost Select No.
included as a
line item in the
most recent
budget bill for
the
Commonwealth
If award costis | Enter

not included as
a line item and
not included in
the current
agency budget,
explain the
source of the
funds

“It has been determined that the composition of PSI reports was taking a
significant amount of time away from the Probation and Parole officers. This
contract will free up valuable time. Funding shall be generated by the
economies of scale this contract will create. In as much as this contract
represents less than one-tenth of one percent of the total Probation and Parole
budget, the agency can absorb any added cost this contract shall precipitate.”

NOTE: You are not required in this exercise to enter in all the information
above.

Detailed
Description of
Projected Cost

Enter

“$150/per report. Cost is based on estimated projection of pre-sentence
investigation reports per month.”

)
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50. Open the Justification section and enter the following required fields.

wJustification

Work could or should be
performed by state personnel Mo =

Marne f Address of Bawling Green, KY

Other Providers Cansidered

Basis for Selection (FSCW |Carmmonwealth's Web-site. The
Reason for Exchange (MOA) : fvendaor met all gualifications of the

In the three most urban Probation
and Parole districts, there are
specialized units of officers that
write PSI's (pre sentence

Justification for Outside Provider

L

Tactical Investigations

An RFF was placed on the

[0 3§ K

critetia in the RFP and was

Note: You are not required to enter in all the information noted in the field below.

Required Fields

Values

Work could or
should be
performed by
state personnel

Select No.

Name / Address

Enter “Tactical Investigations, Bowling Green, KY”.

for exchange
(MOA)

of Other

Providers

Considered

Basis for Enter

Selection “An RFP was placed on the Commonwealth's Web-site. The vendor met all
(PSC)/Reason qualifications of the criteria in the RFP and was awarded the contract.”

Justification for
Outside
Provider

Enter

“In the three most urban Probation and Parole districts, there are specialized
units of officers that write PSI's (pre sentence investigation) exclusively. In an
effort to benefit from this practice in the rural districts, the Department of
Corrections will enter into personal service contracts with individuals to write
PSI's, thus freeing the officers to focus on critical offender issues and expand
the workforce without adding additional full-time personnel. The Department
of Corrections will be better able to fulfill its mission and obligations to the
citizens of the Commonwealth in protecting life and property”.

NOTE: You are not required in this exercise to enter in all the information
above.

)
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51. Open the Contact Information and enter the following required fields.

wContact Information

Name : [willie Loarnis|

Phone Mumber ; |EiEIE-5f1?-35?2

Required Fields | Values

Name Enter “your name”
Phone Number Enter 502-564-9641

Print the PON section of the document. The Proof of Necesity section of the PON2 document is
specifically reserved for the Government Contract Review Commite and will not print out with the
assembled form of the document.

52.
53. Click Validate. Review and correct any errors.
To Assemble:

1. From the Header Section click on Assemble Document.

2. Click Submit Assemble Request.

3. Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).

4. Click Back to return to the document.

To Print the Assembled Form:

Return to Header.

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

54. Submit the document to initiate workflow for approval.

A~ O =

NOTE: In production, the PON2 will be submitted to initiate workflow for approval.

NOTE: Before closing the PON2 document, write down the Document ID on your Student Card. You
will need it for the next exercise.

55. Once the PON2 Award has been submitted to final, click Close to return to the EV document.

56. Click Submit to complete the EV document. This action will trigger the upload of award information
to Vendor Self-Service (VSS).
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This page intentionally blank.

(]
h caldms 109 of 169



eMARS Course 603 — Personal Services Contracts

7 — Proof of Necessity Agreement Document

PON2 documents will be reviewed by the Finance and Administration Cabinet to ensure that the user
department follows all policy, procedures and statutes that govern Personal Service Contracts.
Finance will also review the PON2 to ensure that the proper Procurement Type, Cited Authority and
Terms and Conditions are used.

NOTE: The PON2 should be used for all Personal Service Contracts and Memorandum of
Agreement.

PON2 document may be created in one of two ways:
a) From the EV document as a result of a Competitive Negotiation process, and
b) For Sole Source scenarios the PON2 may be created from your Procurement Workspace.

PON2 Document
Access the Procurement Workspace.

Click Create Stand Alone Document, select Create Stand Alone Awards, and click Personal
Service Contract (PON2).

Click Create to change into Create mode.

Enter your document Department Code and Unit Code from your Student Card.
Click Auto Numbering.

Click Create to create the PON2 document. The document opens to the Header page.

Complete the required and optional information in the Header section.
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PONZ2 - 758- 0600000004- 1- New- Draft

Load T and C Ship/Bill To Lines

Load dcocounting Profile

Aosemble Document Wiew Assembly Request
Header

L

wGeneral Information

Document Mame : FCard D |
PCard Exp : |
Fecord Date Procurement Falder : 38801
Budget Fy Erocurermnent Tvpe - Perconal Service Contract
Fizcal Year - Frocurement Type (D |17
Period : Cited Authority : [FAP111-43-00-5TD g
- igati i Accaunting Profile >
Document Description - Pre-Sentence Investigation writers g | .I
Terrns Termplate ;
ALTUST AT T L0000 o i ord )
Closed Amount : $0.00 anfirmation Order T
Closed Date : Drefault Form : |
Last Print Date :

Total of Header Attachments © 0
Total of All Attachments © 2

e The Document Description is required and does print-out. The description is also
searchable from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e You may select an Accounting Profile here to populate the Accounting Distribution
section. Once you have selected an Accounting Profile, click on the Load Accounting
Profile link to populate the Accounting Distribution section with the Accounting lines
associated with the profile.

e Select a Procurement Type ID that corresponds to the business process being followed.

NOTE: It is important to select the Procurement Type prior to selecting the Cited Authority, in order
to filter the choices to only those that are compatible.

e The Cited Authority represents the authority which enables a user to enter the specific
document for the amount specified on the document. This list is pre-filtered by your
selection in the Procurement Type field.

e The Default Form field is used to select the out-put form to be used in the document
assembly and printing process.

NOTE: Do not enter a Budget FY, Fiscal Year, or Period. They will be automatically infer when the
document is submitted to final.
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Complete the Contact section:

wContact
Isguer D |mshaw Team 1D :
Matt Shaw Buyer: ﬁ?:‘:
a A
S02-573-6806
A02-573-6B06
matt.shaw oy
@ rmatt.shawigky.goy
Requestar 1D : |mshaw

Mame |Matt Shiaw

Phane Number : |502-567 36806

Email : |matt.5haw@ky.gnv

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Issuer ID field.

e Complete the Requestor ID field that is used to identify for whom the goods or services are
being requested, (e.g. who will actually be using the items or services detailed on this
Requisition). Pick their record from the Requestor pick-list by clicking on the arrow next to
the Requestor ID field.

Complete the Extended Description Field (optional).

=Extended Description

The Department of Corrections, Division of Probation and *'\
Farale, i= required to provide sentencing courts with timely,
relevant and accurate data to aid the court in determining
appropriate sentences for felony offenders. Pre sentence
investigation (FS1) reparts are written court ardered reports

after a felony offender's adjudication of guilt. It is a record of

Extended Description

e The Extended Description field can be used to further describe the nature of the

requirements being requested. This field can store up to 1500 characters of text. This field
does not print.
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Complete the Default Shipping/Billing section. If the same Shipping and Billing information should be
used on each line of the Purchase Order you can complete this section. When you are creating
Commodity line items you may click on the Ship/Bill To Lines to have this information automatically
populated on the line item. (Optional) Shipping Information is not required on the PON2 document.

whefault Shipping/Billing

Shipping Location 111480 q Billing Location : 111354
FT. CAMPEELL BOULEYARD 1427 CAMPBELLSBURG ROAD Hywy 421
225361 MORTH
551 DEPT OF WOCATIONAL REHAR 328285
FT. CAMPEELL BOULEYARD CFC CBS
HOPKIMEVILLE 1427 CAMPBELLSBURG ROAD Hy 421
MORTH
K
47741 MEW CASTLE
Ky
40050
Shipping Method us

Frae On Board :
Billing Additional Infa

Delivery Date

Delivery Type w

Shipping Additional Info

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location click on the arrow next to the Shipping
Location field to access the Shipping Location pick-list. If you already know the Shipping
Location code you may record it directly in this field without accessing the pick-list. The
Shipping Location code, however, must be valid on the Procurement Location reference
table.

e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location reference table.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Shipping Method, Free on Board, Shipping additional information,
Billing Additional Information and Delivery Type fields. These fields are not required.
These fields do not print-out.
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Complete the Vendor component.

PON2 - 758- 0600000004- 1- New- Draft

Load T and C ShipfBHill To Lines

Vendor Line | Vendor Customer | Legal Hame | Line Amount | Modified

Action Meny

- 1 WCOo0o1 oo PR Test 1 F1.20000 falze
First Prewv Go To Mext Last
Fhk
Alendor
endor Custorner : [vCOODD100001 wendor Contact 1D © [PCO01
Legal Mame | PR Test1 Wendor Contact Mame |Ju|ie Doane
Alias/DBA
vendor Contact Phone |5EI;2564-9641
Address Code |»'-‘-\DDEI1

100 Test Lane Yendar Contact Phone Ext.
Frankfort wendor Contact Email © hulie.dnane@ky.gnv
ki
40601
0L Secondary Reason

Web Address hitpr:

Com—

Yendor Preference Level Modified : |falze

kDiscount

e The Vendor Customer code field is used to store the eMARS Vendor Code for the Vendor
being recorded. Click on the arrow next to the Vendor Customer field to open the Vendor
Customer pick list. On the pick-list page you may search for a Vendor by Legal Name, Last
Name, Alias, and/or Vendor Active Status.

NOTE: If you know part of the Vendor Code field you may type it into the Vendor Customer field
using wildcards. When you click on the arrow, the Vendor pick-list will be filtered by the
value you have entered.

NOTE: The Vendor Address and Contact Information will default to this document when it is
validated.

NOTE: If this document was generated from an Evaluation (EV) document then the Vendor

Component will be pre-populated.
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Build Commodity Lines. The Commodity section of the Contract is used to list all distinct goods or

services being requested.

Complete the required fields for the Commodity General Information section.

Load T and C Ship/Bill To Lines
Line CL Description

3% & 1 PSl'Writer District 10

Line Amount | Modified
§1,20000 falze

Inzert Mew Line Insert Copied Ling

First Prev Go To Mext Last
Wendor 1: WEODO0100001 >

Load T and C ShipsBill From Header
Eecalculate Accounting Line Amount

b

~wGeneral Information

CL Description PSS Writer District 10
Warehouse ; |
Commodity : |29052

Stock ltem Suffix

Investigative Services

Supplier Part Mumber |

Line Type : | Servce »

I Quantity ; |0.00000 I

Unit : |

I Unit Price : |$0.00 I

Discounted Unit Price |$D.EIEI

List Price : |$D.DD

Contract Amaount ; |$1 200.00

Senice From : |04/19/2006

Sermice To : [04/30/2007

T & C Template :

Fixed Asset:

Lock Qrder Specs :
Lock Catalog List Price :

Yendor Preference Level

Commadity Specs :

Extended Description

The Department of Corrections,
Division of Probation and Parole
required to pravide sentencing

courts with timely, relevant and

Mon-Reserved Funding Open Amount Total ;
Itermn Sub Total :
Tax Amount

Line Amaount
Cloged Amoaount:
Clozed Quantity

Closed Contract At

§1,200.00
§1,200.00
F0.00
§1,200.00
F0.00
0.00000
000

e The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section in
order to help you identify which line you would like to inspect or modify.

e The Commodity field is used to store the five digit NIGP Commodity code that closest matches
the item or service being purchased. This field is used primarily for classification purposes.

NOTE: It is important to make the first commodity the one that is most relevant to the Contract as a
whole. The first commodity code is used by EMARS to determine which office will receive
the PON2 for processing.
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e The Line Type field is used to select how the cost of the line item will be established. Generally
speaking, goods should be recorded with a Quantity, Unit of Measure and Unit Price and
services should be entered as Contract Amount. When the Vendor for the PON2 is a state
employee and salary payments are issued to them from UPPS, a Line Type of Service should
be selected. This will ensure that only a lump-sum dollar value may be entered.

o When you know the Unit Price a Line Type of “ltem” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a Line Type of “Service” should be
selected. When the Line Type is service then the Service From and Service To dates
are required. These dates are the effective dates for resultant award document.

e The Extended Description field should be used to provide a detailed description of the desired
item. Up to 4000 characters of information can be stored in this field. To access a larger field in
which to type the extended description click on the More Text link.

NOTE: When a PON2 document is created through the EV document the Extended Description
will contain the same information that was entered into the RFP document. The text that defaulted
when the PON2 is created must be modified to reflect the PON2 document.

NOTE: To insert a TAB into the Extended Description field the user must type [Ctrl]+[Tab].
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The Departrment of Corrections, -~

Division of Probation and Parole, is
Extended Description © {required to provide sentencing

courts with tirmely, relevant and g

fiore Text
m—

Commodity Extended Description

hlenu

Sawe Cancel Return to Line ftem Wendar Line Mumber ;1 Commodity Line lterm: 1

The Department of Corrections, Division of Probation and Parole, is required to provide sentencing
courts with timely, relevant and accurate data to aid the court in determining appropriate sentences for
felony offenders. Pre sentence investigation (P30 reports are written court ardered reports after a felany
offender's adjudication of guilt. It is a record of information reflecting the felony offender’s background to
assist the court and other criminal justice agencies in determining an effort program far the offender
including an analysis of the histary of delinquency or criminality, physical and mental condition, family
situation and background, econamic status, education, occupation, personal habits and any other
tmatters that the court directs to be included.

The Probation and Parale District Superisor assigns P51 reports on an as needed basis. The PSI
report must be delivered to the sentencing court twao days prior to sentencing. Maormal tirme allotted far
the completion of a P3| report three weeks. The PShwriter may be called upon to attend court
proceeding if ordered by the judge.

e Accounting Profile (Optional) field can be used to select an Accounting profile. When the
Accounting Profile field is populated on the Header and document is validated, the Accounting
section associated with the Commodity line is automatically populated with the Accounting
Templates and related percentages associated with the Accounting Profile.
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Complete the Shipping/ Billing information section.

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. Click on the arrow next to the Shipping Location field to access the
Shipping Location pick-list. If you already know the Shipping Location code you may record
it directly in this field without accessing the pick-list. The Shipping Location code, however,
must be valid on the Procurement Location reference table. The Shipping Location code is
not required on the PON2 document.

e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location reference table.

Complete the Specifications section (Optional). This section may be used to record additional
information that you feel should be stored separately from the Commodity Line extended description.

Complete the Terms and Conditions component. Terms and Conditions are created by attaching a
Word Document, saved as .XML to the Terms and Conditions section of the Proof of Necessity
document. The Office of Procurement Services (OPS) has developed a Terms and Conditions
template for all Personal Service Contract documents. This template is located on the eMARS and the
Office of Procurement Services websites. The template contains the required information that must be
incorporated in the Terms and Conditions section and allows for users to make changes to areas of the
template to be agency specific.

Users will need to download a copy of the Personal Service Contract Award template from the website
and modify only the highlighted portions of the template to make it specific to the agency. Once the
changes have been made to the template the document will need to be saved as . XML and uploaded
as a Free Form Attachment to the Terms and Conditions section of the document.
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Please follow these steps to add your Terms and Conditions

a. Navigate to the Procurement Functional area of the eMARS website and Open a copy of the
desired template that will need to be modified to your desktop.

eMARS - enhanced Management Administrative
Reporting System

eMARS Newsletter [ssue 16 now available...Click here fd

Applications| Training Functional Areas
» eMARS (Financial » eMARS End-User Training e Cost Accounting (os/zz/06)
Production) (Training rasources e.g. Catslog, s Chart of Accounts (COA)

I5Gs, Materials, Manuals,
Fegistration, Schedule) (10/04/07)

FY 2007 Year-End wpdate

Plan (nsfnsfoe)
Financial (oefo3s08)
Fixed Assets ri0/02/07)

= Y¥ear-End Information Support Oras s
(links related to year-end Interfaces 08/01/08

docurnentation such as allotrment e Procurcrment

liztings; pending transactions in '

eMARS; procedures, guidelines, = Controller's Office (e, Personal Service Termplatds])

cornrnunications, ete) = Commonwealth Office of [10/05/07) ghlate

(07/18/07) Technaology Fesenting

= Fiscal Year 2008 Monthly » Customer Resource Center + vendor Self Service (VSS)

Clasing Schedule (07/27/07) = Office of Material and o Security/Workflow Apnrovals

Procurernent Services (05/13/08)
Communication = Statewide Accounting

Soryico

Procurement
Terms and Conditions Templates

The following templates have been created by the Office of Procurement Services to
replace the PSC1 Terms and Conditions,

—-—Brofossional Sorvices (BEOY acsmal

» Personal Service Contracts {PSC) (10/06/05) il

File Download |

Do you want to open or save this file?

@ j Mame: PSCAwardTemplate233eptz007 . doc
Type: Microsaft Ward Document, 57.5 KB

From: Ffinance. ky.gov

Open Save " Cancel

¥ Always ask before opening this type of |

]

‘while files frarm the Interet can be useful, some files can potentially
harm pour computer, [F pou do not trust the source, do not open or
zave thiz file. What's the risk?

b. Modify only the highlighted sections of the document to make it specific to the agency and the
Personal Service Contract.
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@PSEAwardTemplal:eZSSepl:Zl]l]?.Hml - Microsoft Word -

‘| - v-Z-|E-5- | 0-EEE-8E Al

 Fle Edt ‘fiew Insert Format  Tools  Table  Window  Help

LEHIIPRTRI LB ﬁvl&.ﬂ@ ] @ oo - @) e
=m-2-A-1

4

o
B
ﬂ

by

=
W
L]
]
||||||

PERSONAL SERVICE CONTRACT FOR

BETWEEN
THE COMMONWEALTH OF KENTUCKY

AND
Bluegrass Investigators

kok kk ok kok ok ok ok ok Ak ok ok ok ok k ok

This Personal Service Contract (FSC) is entered into, by and between the
Commonwealth of Kentucky, "the Commonwealth") and

wgh a Contract for
This PSC is effective and expires

The Commonwealth and Contractor agree to the following:

|. Scope of Contract

nl
.I_
;
;
;
;
;
I

“oomid

CDraw v L |Aut05hapes'\\I:lolgdi‘.,@@|& - A'=:“—Ii!

Page 1 Sec 1 1/ ak 1" ln1  Caol1 REC TRE EXT ovr [

c. Remove all highlighting from the template
d. Save the document to your local desktop as .XML
Sawve in: I My Documents j @ = ﬂ |ﬂ )( E‘ D = Tools =

RFP7S50600000002 " . xml
PaCAwardTemplate255ept2007, xml

MMy Recent ° re$CwwardTemplatez55ept2007 xml
Dacuments | =)Updaters

EMV Wideos

1Z) My Pictures

@My Music

— Z
L e
4

My Docurments

@

My Cornputer
- TransFarm: Transfarm, .. |
Q File name: SCAwardTemplate255ept2007 I Apply transform
Iy Metwork [ save data only
Flaces Save a5 ByPe: LML Document (%, =mi) j Cancel I,
4

)
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e. Navigate to the Terms and Conditions section of the PON2 and click Insert New Line. When
the record has been added, click on the arrow next to the T & C field and select Free Form

from the picklist.

/2 AMS Advantage - Microsoft Internet Explorer 10 x|

Personalize  Help  Accessibility  Logout

PON2 - 758- 0700000002- 1- New- Draft

Heacer | Actian Meny
Wendor
Business Type Lead T and C ShipdBill To Linas
Sub Yendor Section | T&C | Name |Date | Incby | Madified
Accounting Distribution -
+ Terms and Condition= b4 | FREE by reference  falze

Special Instructions Insert Hew Line Insert Copied Line First Prew Go To Mext Last
Commaodity
Commodity T &C
Accounting Genet al ot manon
Posting Pye———

T —r——— T T&C [l B9 Ib full text =
Suppotting Documents FREE v Y

Proot of Mecessiy Marne Madified Ifalse
Document Comments .
Document History Saction I—.] TE&C Attachment File Mame
Document Reference
Future Triggering Seqguence I
Date I
Details

[ save Y wmio Y Pt ] Ve | Swmi ] Ciose |

Meny

[&Toore T

f. Using the drop down menu change the Inc by: to Full Text.

NOTE: By selecting the Free Form Terms and Conditions, the system allows you to attach your
own . XML document to your Proof of Necessity document rather than a system standard. When
the Free Form template is used a blank document will be incorporated into the Attachments

section of the PON2 Terms and Conditions.

g. Click the Attachments link from the Action Menu. This will allow you to attach the copy of the

Personal Service Contract Award Template that you created.

Artian e
Edit »
Schedule »
Opprove b
Eil 5
attachments
wizo To Mekil ast

h. The Attachment page opens. Click Delete to discard the blank document brought in when the
Free Form Terms and Conditions was selected from the T & C picklist. Once the Free Form

attachment has been deleted click Upload to attach your template.
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NOTE: It is important that you delete the default attachment that is automatically brought in when
the Free Form T & C is selected. If the default is not deleted it may cause problems during the
assembly process.

Attachments

Ienu

File Name Type Date User ID | Primary State
~ Freg Form.xml Document <hL 11407 Student00 Mew
First Frev Mext Last

Upload|Download| Deletel Restare
Ell Name:gjrm.}{ml ﬂ

Type : 4
Date - 1101007
User D : Student =
Primmary State . 0

Diescription :

Beturn to Document
Wiew Attachment Histony

i. Once on the Upload page click Browse to search your local hard drive for your Award template
that was previously created.

Upload Attachment

Ienu

Upload Cancel

Attachrment File :| Browse. .. |

Description : |

Attachrment Type |Dncument #ML j

j.  Once you have located and selected the file, click Upload to incorporate the document into
your PON2.
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Upload Attachment
tdeny
Upload $ancel
FtarHment File |h:\annie\F‘SCAwardTemplate255&pt2EIEI?.}{ml Browse... |
Description |
Attachment Type | Document XML |

k. Once the upload has completed successfully, click Return to Document to be transitioned back

to the Terms and Conditions section of the PON2. Once there you will notice that the T & C
Attachment File Name has changed to your new file. eMARS will not use this file for the final
version of the contract.

Home Personalize Help Accessibility Logout

Procuremernt

s Payahble Accourts Receivable Cos

Budget

_____

PON2 - 758- 0700000002- 1- New- Draft
Header -

- - | Actian Many I

endor

Business Type Load T and C Ship/Bill To Lines

Sub Yendor Section [TEC | Hame Date Inc by | Modified

Accounting Distribution .
< Terms and Conditions &% ~ FREE FreeForm 032902006 by full text  false

Special Instructions Inzert Hew Line Inzert Copied Line First Prew Go To Mext Last
Commadity

Commodity T &C R
Accourting General Information

Posting . l— e by lﬁ
Supporting Documents T&C:|FREE ne by by full text

Proof of Mecessity Mame - |Free Farm hilodified lfalcs

Document Comments !

Document History Saction - |1 T&C Attachment File Mame | PSCANWARDTEMPLATEZSSERT2007 MML
Document Reference

Future Triggering Sequence ; I
Date IDSQQQDDE

=
Details
[~
[ sawe [ Umo [ Pit [ vaiswe | Submt ] Cios= ]
Meny
@ Daone l_ l_ l_ l_ l_ |\d Local intranst 4

Complete the Accounting Section
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The Accounting Section Panel will need to be manually completed if a template or profile is incomplete
or has not been used. The Panel displays all Accounting lines referencing the parent Commodity line.
Each Commodity line will require an Accounting line.

Complete the required fields for the Accounting General Information section:

Load T and C Ship/Bill To Lines
3% v oo §6,000.00 F000 false
Inzert Mews Line Insert Copied Line First Prew 3o To Mext Last
Commodity 1: 96100 >
Fh
wheneral i
Event Type | [PRO7 Budget FY :
Accounting Template : |E830? Fiscal Year:
Period :
Line Description Fraight % : |D.DDDD
Wodified : [false
Line Amount : |1150.00) Mumber of Attachments ; 0
Fesenred Funding :
Line Closed Amount: $0.00
Line Cloged Date
Referenced Line Amount : $0.00

The Event Type is used to determine what posting codes will be used while bringing in specific rules
fro data entry concerning referenced transactions, customer codes, vendor codes and all defined chart
of account elements in the system. The DO document uses the following Event Types:

Encumbering Event Types:
e PRO05- Order from External Vendor (default)
e PRO06- Order from Internal vendor

Non-Encumbering Event Types:
e PRO07- Non-Accounting Order

Select the Accounting Template by selecting the pick list nest to the field. Accounting Templates are
used to populate the Fund and Detail Accounting elements in the document. Elements of the
Accounting Template are inferred after the document is validated. Any values entered by the end user
either before or after the template has been inferred will override any values from the template.

Indicate the Sub Total Line Amount. This is the amount that is allocated to this Accounting Line. The
sum of all Accounting Lines must equal the referenced Commodity Line.

View the Fund and Detail Accounting elements. These elements will be inferred if an Accounitng
Template is used or may be added by the user.

Complete the Proof of Necessity Component (PON). Owned by the Legislative Review Committee
(LRC) and required on all Personal Service Contracts pursuant to KRS 45A.695(2). The PON
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component is designed to capture information necessary for LRC to produce their monthly agenda.
The PON tab contains fields that require certain information as outlined below: If the document does
not meet all of the above requirements, an electronic “sticky note” is applied to the contract with an
explanation and is routed back to the requesting agency. Agency will review and make correction/s
and return to Finance for further processing. If the document passes all of the requirements above, the
Personal Service Contract office applies an electronic approval (Finance Validate) and routes the
document to Finance/Legal.

The need for the service;

The unavailability of state personnel or the non-feasibility of utilizing state personnel to perform
the service;

The total projected cost of the contract of agreement and source of funding;
The total projected duration of the contract;
Payment information in detalil;

In the case of memorandum of agreement or similar device, the reason for exchanging
resources or responsibility; and

Such other information as the committee deems appropriate.

General Information Section

0 View All (1 of 1) : Document validated successfully
PON2 - 758- 0600000004- 1- New- Dratft

Load T and € ShipfHill To Lines

Actian Wany

Selectline First Prev o To Mext Last
Fh

wieneral Information

Flanned Performance Monitoring Activities

Type of &ward | Renewal W

To provide Pre-Sentuce ~
Irvestigation (P31) reports on an as
needed basis for Probation and

Farole District 11. w

Description of Work 1o be Performed ;

Flanned performance monitaring ~
activities: The Department of
Corrections, Probation and Parolee

(or its designees) shall monitor w

e To complete the Type of Award field select New if this if the original contract for the service.
Select Renew if you are extending the service dates for an additional period. Select
Amendment if you are modifying the contract within the existing service dates.

e Prepare a complete, yet concise Description of Work to be Performed. Please ensure
correct spelling and grammar. Include: Description of project; types(s) of service to be
delivered; reports or products to be prepared; reason for duration of contact; etc.).
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e Describe the Planned Performance Monitoring Activities. Provide the name, title, office,
location and telephone number of the responsible person that will be monitoring the
activities. Describe the monitoring activities, both programmatic and fiscal, which will be
performed including the manner in which monitoring needs will be addressed in the contract
to facilitate this activity.

Source of Funds section

w50urce of Funds

Total Amount on Contract |$1 20000 Iffederal, is there an associated drant v

Federal : [$0.00

General ; |$1 20000

Agency : [§0.00

Capital Construction ; |$EI.EIEI

Other: [$0.00

¢ General- Amount of 0100 Fund monies.

e Federal- Amount of 1200 Fund monies.

e Agency- Amount of 1300 Fund monies.

e Capital Construction- Amount of CPTL Fund monies

e Other- Amount of 1400 Fund or Proprietary Fund monies.

o If federal, is there an associated grant. Answer yes if paid with 1200 fund monies and is
associated with a federal grant.
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Contract Cost Information

wContract Cost Information

Frequency of Payment :

Agency Paying FICA:

Award costincluded as a line itermn
inthe most recent budoet bill

for the Commoanwealth

Ifthe award costis notincluded
as aline itern in the most recent
hudget hill far the Commornwealth,
iz the costincluded in the

current agency budget:

Method of Payment : |Externa|

Manthly v

Mo |+

Mo |+

Mo hd

If Other, explain

If award costis notincluded as a line iterm
and notincluded in the current agency budaet,

explain the source of the funds

It has been determined that the
composition of P3| reports was
taking a significant amount of time

.y

away from the Probation and Parole »

F150/per repart. Cost is based on
esitmated projection of pre-
sentence investigation reports per
manth.

Dietailed Description
of Projected Cost:

Basis for Payment

For the Frequency of Payment select the payment frequency to which the vendor has
agreed. If Other, explain provide an explanation if "Other" was selected as the Frequency of
Payment

Award cost included as a line item in the most recent budget bill for the
Commonwealth Answer yes if this contract cost is included as a line item in the current
budget bill. If answer is no, answer the agency budget question.

If the award cost is not included as a line item in the most recent budget bill for the
Commonwealth, is the cost included in the current agency budget. Answer yes if this
contract cost is not included as a line item in the current budget bill but is included in the
current agency budget. If answer is no, explain the source of funds in the space provided.

If award cost is not included as a line item and not included in the current agency
budget, explain the source of the funds. Explain the source of funds if this contract cost
is not a line item in the current budget bill and is not included in the current agency budget.

Detailed Description of Projected Cost

Basis of Payment
o Hourly: $
o PerDiem:$
o Fee for Service: $

per hour,
per day,
per service, or explain other basis for payment.
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Justification

wJustification

WWork could or should be

perfarmed by state persannel Mo v

Mo other providers responded.
Mare fAddress of

Other Praviders Considered

Mo other providers responded. An o
Basis for Selection (PSCY [RFP was placed on the

Reason for Exchange (MOAY  [Commaormeealth's Web-site, The

wendor met all qualifications of the  »

In the three most urban Probation
and Parole digtricts, there are
specialized units of officers that
wiite PSl's (pre sentence

Justification for Outside Provider :

A

e Work could or should be performed by state personnel.

Outside Provider must be supplied.

If answer is no, Justification for

¢ Name / Address of Other Providers Considered List the name and address of all other
providers that were considered for this service.

e Basis for Selection /Reason for Change Explain process used in making decision, e.g.,
solicitation of proposals, bids, references, and evaluation criteria applied.

)
& caldms

128 of 169



eMARS Course 603 — Personal Services Contracts

e Justification for Outside Provider The following questions should be addressed at a
minimum:

o What in-house method(s) were considered and why were potential in-house method(s)
rejected?

o Is the part of such nature that: it should be done independently of the agency to avoid a
conflict of interest; it requires unique or special expertise/qualifications; and/or legal or
other special circumstances require use of an outside provider?

o If services are needed on a continuing basis, describe efforts made to secure services
through regular state employment channels?

o Will agency personnel provide staff support services to the contractor?

Contact Information

wContact Information

Mame : |Kathr3,rn Fohinette

Phone Mumber |BE|B-123-4321

e Enter the Name of the agency contact who can answer questions regarding the terms and
conditions of this contract.

¢ Record the Phone Number of the agency contact who can answer questions regarding the
terms and conditions of this contract.

NOTE: If this document was generated from an Evaluation document then the Vendor section will be
pre-populated.

Validate your document

To Assemble:

1. From the Header Section click on Assemble Document

2. Click Submit Assemble Request

3. Click on Refresh, You should see the status as Successful (You may have to click refresh a
few times before the assembly job finishes and you see a Successful Status).

4. Click Back to return to the document
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To Print the Assembled Form:

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

el

Submit the PON2 to initiate workflow for approval.

Identify who should be evaluating the PON2. Users who will be evaluating the Personal Service
Contract should be set up on the Vendor Performance Evaluation (PEEVALR) table.

Printing the Proof of Necessity (PON) section of the PON2 document.

The Proof of Necessity (PON) section of the document is used by the Government Contract Review
Committee and will not be incorporated into the assembled version of the Personal Service Contract.
However, the PON section of the document can be printed and kept for office records. The printed
PON section is created from a file generated from the Action Menu of the PON2. Follow the bellow
steps to print the Proof of Necessity section. (Security Macros have to be enabled in order to view the

PON document properly).

. . Actian A
Open the Action Menu, and select File Download Document -Tlildit v
Schedule »
File » Afchive
ALRachmy - Lnarchive Documents. ..

Send Page

Click Generate File to create the PON printout. Rae Tl

Download Docurnent

Document Templates

Ienu

Browwse Clear

Diocurment Department Target Application |
Template Mame ; | Max Download Lines

Template File Mame ; |

Document Department | Template Name | Template File Name | Target Application | Max Download Lines
+ ALL PN Printout PoR_PROD xls f=-Excel 200

First Prewv Mext Last
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eMAR

Open the spreadsheet generated from the document templates page.

File Download x|

Do you want to open or zave this hle?

@ j Marme: PON_PRCOD.xls
[H]

Type: Microsoft Excel Worksheet

From: emars ky.gov

Qpen ][ Save l| Cancel |

harm your computer. 1f you do not trust the zource, do not open or

@ While files fram the Internet can be useful, some files can potentially
zave thig file. What's the risk?

At the security warning prompt, select Enable Macros

Security Warning E|

"Ci\Documents and Setkingstanna.haydoniLocal Settingst Temporary Inkernet
Files\Content, IESSEMROPURPOMN_PROD[1].xls" contains macros,

Macros may conkain viruses, It is usually safe to disable macros, but if the
macros are legitimate, wvou might lose some Functionality.

[ Disable Macros ] | Enable Macros | [ Mare Infao

View/Print/Save the PON Printout for office records.

Al B | ¢ | b | E | F | B H | 1] J
LEGISLATIVE RESEARCH COMMISSION |contract:  ponz-758-0600002171
PROOF OF NECESSITY FORM Solicitation
Dept Code Office Of The Controller Folder ID
* Type of Award Mew

1 Hame and Address of Vendor:

COMMUNITY ACTION COUMNCIL

Note: The PON Print out is for office records only. It should not be uploaded as an attachment to the
PON2 document itself.

Iy
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Modifying your PON2

When modifications need to be completed on the PON2, it is important to document what changes are
being made and where. The correct section of the PON2 document to identify the changes will be the
Terms and Conditions section of the document. The Office of Procurement Services (OPS) is asking
that you add a page to the beginning of the Terms and Conditions attachment identifying the Date,
Modification Number and the Reason for the Modification. Once these changes have been added to
the Terms and Conditions document it will need to be Saved to your desktop and Uploaded in the
Terms and Conditions section through the Action Menu. The pervious attachment will need to be
Deleted and the new attachment with the Reason for Modification will need to be added in its place.

Prior to users assembling their documents, select a Default Form in the Header of the contract. The
Default Form helps determine what form your assembled document should be formatted. It is important
when you select a default form in the Header of the document, that you select the same form when you
assemble the document. For example, when modifying your PON2 document, you choose the
modification default form. During the assembly, you must also choose the modification form prior to
submitting the Assemble Request. Default Form : [PO_CNTRCT_MOD_FOR!E

Of pscAwardTemplate255ept2007.doc - Microsoft Word _ 18] x|
A
i | Y EE T eI @\

© Fle Edit ‘iew Insert Format  Tools  Table  Window  Help

NDEHESERIYRI s BB I -0 AHEEES

n Type a guestion for help = X
i ‘ﬁ [ 100% e '@ | _u'r'uu:'h:--.-

P A4 Mormal + Bald - arial — | P .I._{ glg.g AL |IEIZEE(H- WA
s Permission (Unrestricted Access) ' % ¥ = e = =
N AllEntries = [ Mew...

[F]
=]
¥
w
S
n
-

Modification Number: 1
Date: 11/05/2007
Reason for Modification: PON2 modified Add $40,000 to PSC for on-going legal
services, travel and miscellaneous expenses

Page 1 Sec 1 1/9 At 15"  In4 ol 47 REC TRK ExT OVR B
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8 - Processing Personal Service Contract/Memorandum of
Agreement Exempt from the GCRC review on the PO2.

The PO2 is the decentralized award document to be used by departments to establish Personal
Service Contracts, Memorandum of Agreement, or Federal Grants exempt from review by the
Government Contract Review Committee or for Non-Professional Service Contracts.

From an application perspective the PO document is largely identical to the PON2 document. There
are, however, two key differences:

1. On PON2 documents the Proof of Necessity component must be completed.

2. On PON2 documents payment is initiated by performing the copy forward action to a Payment
Request (PRC) document. Whereas, a PO2 document is paid through the automated payment
matching process. For PO2s the user must process an IN document (Vendor Invoice)

Purchase Order two way match Document

Access the Procurement Workspace. Click Create Stand Alone Document, select Create Stand
Alone Awards, and click Contract 3 Way Match (PO).

Click Create to change into Create mode.
Enter the document Department Code and Unit Code from the Student Card.
Click Auto Numbering.

Click Create to create the PO2 document. The document opens to the Header page.
Complete the required and optional information in the Header section:
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P02 - 758- 0600000073 1- New- Draft

Load T and C Ship/Bill To Lines

Load Accounting Profile
Azzemble Document View Azzembly Reguest

Header
bk

wGeneral Information

Document Mame FlardID: |
PCard Exp ;. |
Record Date Frocurement Falder
Budget FY : Procurement Type - hl.:ﬂOA.nfiiCnExceptmn ar
Fiscal Year: -
Frocurerment Type 10 {14 H I
rGI;Ud
' I:ited Authority : [KRS 177 280
Document Description ; |~ 10 Replacement- City of Agreements af local
Lawrencebury governrment units
Actual Amount $8,4DDDD Accounting Fraofile
Closed Amoaount 000
Closed Date Terms Termplate |
Confimation Qrder .
Default Farm :

Last Print Date :

Total of Header Attachments ; 0
Total of All Attachments ;1

e The Document Description is required and does print-out. The description is also searchable
from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e Select a Procurement Type ID that corresponds to the business process being followed.

NOTE: It is important to select the Procurement Type prior to selecting the Cited Authority, in order
to filter the choices to onlv those that are compatible

e The Cited Authority represents the authority which enables a user to enter the specific
document for the amount specified on the document. This list is pre-filtered by your selection in
the Procurement Type field.

e You may wish to select an Accounting Profile to populate the Accounting Distribution
section. Once you have selected an Accounting Profile, click Load Accounting Profile to
populate the Accounting Distribution section with the Accounting lines associated with the
profile. The profile is comprised of one or more Accounting templates, which equate to a
common coding string, or a single Accounting line. You may also wish to establish the funding
for the document by assembling a template or templates on the Accounting Distribution
section, or entering the Fund and Detail Accounting information directly on the Accounting
Distribution section, or on the Commaodity Lines.

NOTE: Do not enter a Budget FY, Fiscal Year, or Period. They will be automatically populated
for you when the document is submitted to final.

caldms 134 of 169




eMARS Course 603 — Personal Services Contracts

Complete the Purchase Order Contact section:

wContact
lssuer D |Studentl:l5 Tearn 1D
eMARS Student 05 Buyer:
a88-333-8880
student@by.gov
Requesgor D |Studentl:l5

Marme |EM,&RS Student 05

Phone Mumber |BBB-BBB-BBBB

Ernail : |student@ky.gw

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the pick-list by clicking on the arrow next
to the Issuer ID field.

e The Requestor ID field will be blank and you will need to complete this field. The
Requesting ID field is used to identify for whom the goods or services are being requested,
(e.g who will actually be using the items or services detailed on this Requisition). Pick their
record from the Requestor pick-list by clicking on the arrow next to the Requestor ID field.

Complete the Extended Description Field (optional).

wExtended Description

Feconstruction andfar replacement of the curbs as required =]
for that portion of total project situated within city limits.

Extended Description - $7.00 per linear foot. Maximurm of $3400.00.

[

e The Extended Description field can be used to further describe the nature of the
requirements being requested. This field can store up to 1500 characters of text. This field
does not print.
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Complete the Default Shipping/Billing section. If the same Shipping and Billing information should be
used on all lines or most lines of the Purchase Order then complete this section. When you are
creating Commodity line items you may click Ship/Bill To Lines to have this information automatically
populated on the line item. (Optional)

whefault Shipping/Billing

Shipping Location : | Billing Location : |3555
EXTC HWY DIS T - LEXINGTOR DISTRICT
OFC
Shipping Method : TEIWEST MEW CIRCLE RD
Free On Board : LEAINGTON

k2

Delivery Date : 405812

Celivery Type W s

Shipping Additional Infa ; Billing Additional Info :

|5hi|:||:|ing Additional InFu:n|

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location click on the arrow next to the Shipping
Location field to access the Shipping Location pick-list. If you already know the Shipping
Location code you may record it directly in this field without accessing the pick-list. The
Shipping Location code, however, must be valid on the Procurement Location (PLOC)
reference table. The Shipping Location field is only required on PO2 documents for each
Commodity line with a Line Type of “ITEM”

e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location (PLOC) reference table.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Shipping Method, Free on Board, Shipping additional information,
Billing Additional Information and Delivery Type fields. These fields are not required.
These fields do not print-out.
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Complete the Vendor Section.

POZ2 - 758- 0600000013- 1- New- Draft

Actian Manu

Load T and C Ship/Bill To Lines
Vendor Line | Vendor Customer Legal Hame Line Amount | Modified

- 1 %Co0ooq 00082 City of Lawrenceburg §5,40000 false

First Prew o To Mewxt Last

sk
“fendor
Yendor Customer |VCDDDD1DDDBE Yendor Contact 10 |F'CDI:|3
Legal Marme : City of Lawrenceburg wendor Contact Marne | |Cit3f Treasurar
AliasDBA : City Treasurer
Wendar Contact Phone |E|59-123-9E|?E
Address Code : |ADEID1
PO Box 200 Wendor Contact Phone Ext.
205 East'Woodford 5T. vendar Contact Email : |Bill Banyon@lawrencebun
Lawrencehurg
8y
40342 Secondary Reasan
LIS

Web Address hitpdr:

Yendar Preference Level ;|99

pDiscount

Modified : [false

e The Vendor Customer code field is used to store the eMARS Vendor Code for the Vendor
being recorded. Click the Pick_List to open the Vendor Customer list. You may search for
a Vendor by Legal_ Name, Last_ Name, Alias, and/or Vendor Active Status.

NOTE: If you know part of the Vendor Code field you may type it into the Vendor Customer field
using wildcards. When you click on the arrow, the Vendor pick-list will be filtered by the
value you have entered.

NOTE: The Vendor Address ID and Contact Information may default to this document when it is
validated, if there is a default indicated on the vendor’s record.

NOTE: If this document was generated from an Evaluation document then the Vendor section will be
pre-populated.
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Build Commodity Lines. The Commodity section of the Contract is used to list all distinct goods or
services being requested.

Complete the required fields for the Commodity General Information section.

PO2 - 758- 0600000013- 1- New- Draft

Load T and C Ship/Bill To Lines

CL Description

| Actian Mer I

Line Amount | Modified

% By

1 Curb Replacemert- Lavwrencebury

$5,400.00 false

Inzert Mew Line Inzert Copied Line

First Prev Go To Mext Last
Wendor 1: WCOOOD1000S2 >

Load T and C Ship/Bill From Header

Recalculate Accounting Line Amount

sk

rwGeneral Information

ZL Description

Curb Replacement- Lawrencebury

Warehouse

Commadity

91319

b

Stack Itermn Suffix

Supplier Part Mumber

=

Construction, Carh and Gutter (ncludes

Maintenance, Repair,

I Line Type

: | Semvice V|

Cidantity

Linit

Unit Price
Discounted Unit Price

List Price

: |0.00000

'

|50.00

|50.00

J$0.00

ICDntractAmDunt

|33 400.00

TEC Template :

Fixed Asset:

Lack Order Specs
Lock Catalog List Price :

Wandor Preference Level

Commaodity Specs ;

Extended Description :

Reconstruction andfor replacern
of the curbs as required for that
portion of total project situated
within city limits. $7.00 per line

Mon-Reserved Funding Open Amount Total

Itern Sub Total :
Tax Amount
Line Armount :

$8,400.00
$8,400.00
£0.00

$8,400.00

e The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section in
order to help you identify which line you would like to inspect or modify.
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e The Commodity field is used to store the five digit NIGP commodity code that most closely
matches the item or service being purchased. This field is used primarily for classification
purposes. When creating a Contract it is important to make the first commodity the one that is
most relevant to the Contract as a whole. The first Commodity code is used by EMARS to
determine which office will receive the Contract for processing.

e The Line Type field is used to select how the cost of the line item will be established. Generally
speaking, goods should be recorded with a Quantity, Unit of Measure and Unit Price and
services should be entered as Contract Amount.

o When you know the Unit Price a Line Type of “ltem” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a line type of “Service” should be
selected. When the line type is service then the Service From and Service To dates
are required. These dates are the effective dates for resultant award document.

e The Extended Description field should be used to provide a detailed description of the desired
item. Up to 4000 characters of information can be stored in this field. To access a larger
field in which to type the extended description click on the More Text link.

NOTE: To insert a TAB into the Extended Description field the user must type [Ctrl]+[Tab]. To cut
and paste, the user must use the [CTRL] + [C] / [CTRL] + [V] keyboard shortcut.

Commodity Extended Description

Menu

Zawe Cancel|Retumn to Line henp “endaor Line Mamber ;1 Commaodity Line ltem: 1

Reconstruction andfor replacerment of the curbs as required for that portion of total project situated
within city limits. $7.00 per linear foot. Maximum aof $3400.00

Complete the Shipping/ Billing information section.

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. Click on the arrow next to the Shipping Location field to access the
Shipping Location pick-list. If you already know the Shipping Location code you may record
it directly in this field without accessing the pick-list. The Shipping Location code, however,
must be valid on the Procurement Location (PLOC) reference table.
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e The Billing Location field is used to identify where the Vendor’s Invoice should be mailed.
Click on the arrow next to the Billing Location field to access the Billing Location pick-list. If
you already know the Billing Location code you may record it directly in this field without
accessing the pick-list. The Billing Location code, however, must be valid on the
Procurement Location (PLOC) reference table.

Complete the Specifications section (Optional). This section may be used to record additional
information that you feel should be stored separately from the Commodity Line extended description.

Add Terms and Conditions.

e The Terms and Conditions panel lists all the Terms and Conditions that will be assembled
into the Final Version of the Contract. You may attach a Word XML document that you have
created yourself or you may pick a Terms and Condition record from the eMARS database.

e The MS-Word documents that you would like to include must be saved in MS-Word as .XML
before they can be attached.

Documen

! File Edit “iew Insert Format  Tools  Table  Window  Help

NEHRASSRITEIS 2B S o BFEEREB AL @) Headl

s R

Save in: |[ﬁ ky_training_HLD V| @ - ‘Q A O EF - Teols -

My Recent
Docurnents

ol

Desktop

L

My Dacuments

@

My Camputer

ol

o File name: | Free_Form_T_C.xml w | [ Apply transform
Py MNebwork, Save daka anly
Places Save as Lype: |><ML Document ¥, xml) w |
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When creating your MS-Word T&C document observe the following rules:

Do’s:
[ ]

Don’ts

Do ensure you are utilizing Word 2003 before attempting to edit T&C.

Do set your top margin of your Word Document to 1.5.

Do save the document as an . XML file.

Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

Do use “Normal” formatting for all text.

Do use “Grid” formatting for all tables.

Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

Do select the “Free” T&C, then delete the attached file and upload your . XML document.
If you have inserted a link to a picture(s) in your document, you must upload the picture
file(s) after you have uploaded the . XML file.

Do attach any type of document, regardless of file type in the Header section.

Don’t use Section breaks — the assembly process stops at the first section break.
Don’t use Page breaks — these are ignored in the assembly process.
Don’t use Track Changes.
Don’t add T&Cs to the Commodity T&Cs section — add to the Terms and Conditions
section only.
Don’t insert blank lines in the Supporting Documents section.
Don’t insert objects directly into the document.
o If you have a picture, you must insert as a link to the file.
o Attach any documents as Supporting Documents or in the document Header
section.

)
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Build the Accounting line(s). Each Commodity line listed in the document will need at least one
Accounting line.

Complete the required fields for the Accounting General Information section.

0 View All {1 of 1) : Document validated successfully
P02 - T58- 0600000040- 1- New- Draft

| Actian Manu I
Load T and € Ship/Hill Te Lines
Line | Line Amount | Line Cloged Amount | Modified
&5 v $8,400.00 FO.00 falze
Insert Mew Line Insert Copied Ling First Prew o To Mext Last
Commaodity 1: 99399 >
7k

—wGaeneral nformation

Event Type : IF'RIII?r Budget F‘r’:l
Accounting Template |TE1D1D Fiacal‘r‘ear:l
ﬂ Feriod :I

Line Description Freight % : |EI_EIEIEIEI
[ Modified : [false
Line Amnunt:|$8,4DD.DD Murnber of Attachrments ; 0

Resered Funding :IND j

Line Closed Amount : $0.00
Line Closed Date :
Referenced Line Amount : $0.00

r PReference 1

=hund Accouting

Fund : |1 100 Ohject: IE?B? OBESA I
Sub Fund : I Sub Ohject ! | Sub QOBEA I

The Event Type is used to determine what posting codes will be used while also bringing in specific
rules for data entry concerning referenced transactions, customer codes, vendor codes and all defined
chart of account elements in the system. The PO2 document uses the following Event Types:

Encumbering Event Types
e PRO05- Order from External Vendor
e PRO06- Order from Internal Vendor

Non-Encumbering Event Types
e PRO7- Order
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Select the Accounting Template by selecting the pick list next to the field. Accounting Templates are
used to populate the Fund and Detail Accounting elements in the document. Elements of the
Accounting Template are inferred after the document is validated. Any values entered by the user
either before or after the template has been inferred will override any values from the template.

Indicate the Sub Total Line Amount. This is the amount that is allocated to this Accounting Line. The
sum of all Accounting Lines must equal the referenced Commodity Line.

Note the Fund and Detail Accounting elements. These elements will be inferred if an Accounting
Template is used or may be added by the user.

Click Validate to check for errors.

To Assemble:

1 From the Header Section click on Assemble Document

2 Click Submit Assemble Request

3 Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).

4 Click Back to return to the document

To Print the Assembled Form:

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

AwWON=

Submit the document to initiate workflow for approval.

Navigate to the Performance Evaluator Table (PEEVALR) by clicking on the Home action button,
click on Search and click on Page Search. Enter “PEEVALR” into the Page Code Field and click
Browse. Click on Vendor Performance Evaluator to open the page.

Click Insert to add a new row to the table.
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Vendor Performance Evaluator

Award Document | Award Department

Menu Quick Search

Award ID | Evaluator Last Hame | Evaluator First Hame

b, TS 0R00000009  Pinkatan Fran
o
PO 753 0500000097 Shawy EE
PoR2 753 0500000004 Shaw EE
First Prev MHext Last
Sawe Undo Delng Inzet Copy Paste Search
*faward Document |
*aveard Depardment : I
*fweard 10 |
*Evaluator D |
*Evaluator Department : I

¢ |nthe Award Document field, enter the document code on the document for which you wish to
establish the Evaluator information.

e In the Award Department, enter the department shown on the Document Header of the
document for which you wish to establish the Evaluator information.

e |nthe Award ID, enter the Document ID of the Contract Award just submitted.

e In the Evaluator ID field, enter your ID from the pick list, and
¢ In the Evaluator Department, enter the department for the Evaluator entered in the Evaluator

ID field.

Multiple rows may be entered for as many evaluators as are necessary for each award.
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Exercise 4 — Process a stand-alone PO2 for Memorandum of Agreement exempt
for GCRC review.

Scenario

You are in the Transportation Cabinet and you need to establish an Agreement with the City of
Lawrenceburg for a Curb maintenance program.

Task Overview

Create a Purchase Order (PO2) (Two Way Match) document from your Procurement Workspace.
You will build Terms and Conditions and select a Vendor. You will enter a single Commodity line
and Accounting line. You will change the default Event Type for the document to be non-

encumbering.

Procedures

1. Access your Procurement Workspace.

2. Click Create Stand Alone Document, expand Create Stand Alone Awards, and click Purchase
Order 2 Way Match (PO2) Click Create.

| Procurement e
Sawe Restart Sawve Al C

Document Catalog

Create Stand Alone Docu Search

Search for tems on Contr.

Creste Reguisition &b
Create Stand Alone Solicitat
Create Stand Alone Sywards whocument klentifier
Purchase Order 3 Wiy b .
« Purchase Order 2 Wisy bk Code D |PO2 Unit - JUNIT
Personal Service Contrac
Central Contract 3 Wary M Dept. - |510 D
Central Contract 2 Vay M
Enter Bid Responses
Receive Goods wOther Options

Enter ¥endor Invoice
Create Stand Alone Pa
Workload Management

Quick Links

Vendor Maintenance

Auto Mumbering ;
Create Template : [7]

Create
henu

Required Fields Values

Code PO2

Dept Enter: 610
Unit Enter: UNIT
Auto Numbering Click to select
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3. Click Create. The PO2 document opens to the Header page.
4. Complete the required and optional information in the Purchase Order Header:

PO2 - 610- 0600000014- 1- New- Draft

Load Accounting Profile

Header
sk

—wGeneral Information

Load T and C Ship/Bill To Lines

Assemble Document Wiew Assembly Regquest

| Actian Wany I

Document Mame :

Record Date:[
Budgetfy:[
Fiscal Year: l—
Perind: [

Cocument Description

|Curb Replacement — City of
" |Lawrenceburyg

Closed Date :

Actual Ammount : $0.00
Cloged Amount ; $0.00

PCard 1D

FCard Exp

Pracurement Folder

Frocurement Type

CMOAPESC Exception ar
_Exernption

Procurernent Type 1D

SiE |

[ cited suthority

kRS 177 280

Accounting Profile

Terms Template

Canfirmation Qrder

Agreaments of local
government units

[ Derautt Form

' |PO2 FORM

Last Print Date :

Total of Header Attachments
Total of All Attachiments

1l
1l

Required Fields

Values

Document
Description

Curb Replacement — City of Lawrenceburg

Procurement Type

14 Select from the Pick List

Cited Authority KRS 177.280
Budget FY Leave blank.
Fiscal Year

Period

Default Form

Enter: PO_FORM

)
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5. Complete the Contact Section:

~wlomntact

lszsuer D :

Fequestar 1D :
MHarme :

Fhone Mumber :

Email

|StudentDs Tearm 1D

eMARS Student 08 Bluyer ;
A88-8858-5838

studentiky. ooy
|StudentDs

[eMARS Student 05
\955-095-5505

|student@ky.gw

Required Fields

Values

Issuer ID

Leave as is

Requestor ID

Select your Student ID from the Pick List

6. Complete the Default Shipping/Billing Section.

Shipping Locatian :

Shipping Methad :
Free QOn Board

Delivery Date :

Delivery Type :

Shipping Additional Info

~whefault Shipping/Billing

Billing Lacation :

I

|Shipping Additional Info| Billing Additianal Info ;

BTG HWY DIS T - LEXIMNGTON DISTRICT
OFc

TEIWEST MEW CIRCLE RD

LERIMGTOMN
Ky
404512

g
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Required Fields

Values

Shipping
Location

Leave Blank.

Billing Location

Select “3596”

Delivery Date

Leave blank

Shipping
Method

Leave blank

Free on Board

Shipping
Additional
Information

Billing

Additional Info

Delivery Type

7. Click Vendor on the Secondary Navigation Panel.

P02 - 610- 0600000014- 1- New- Draft

| Action Meny I
Load T and C Ship/Bill To Lines
Vendor Line | Vendor Customer Legal Hame Line Amount | Modified
- SACooao aoosz City of Lawrenceburg Foo0 falze
First Prev 3o To Mext Last
7k
~#W/endor
Yendor Customer |VCDDDD1DDDBZ Yendor Contact 1D |F'CI:||33
Legal Mame : City of Lawrenceburg wandor Contact Mame |Cit3.f Treasurer
AliasfDBA . City Treasurer
vendor Contact Phone ; [853-123-9876
Address Code |ADEIEI1 |
PO Box 290 Yendar Contact Phone Ext.
205 EastWoodford 5T, vendar Contact Email : |Bill. Banyon@lawrencebun
Lawrenceburg
kM
40347 Secondary Reason :
(WES

Wb Address hitpoy

Vendor Preference Level

Modified : (false

—

Required Fields

Values

Vendor Customer "VC0000100082”
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8. Click Terms and Conditions on the Secondary Navigation Panel. Click Insert New Line

Load %nd C Ship/Bill To Lines
Section | TE&C

Name Date
&t v 1 B_09TR 09TRANS GEMERAL COMDITIONS 0101052006 by full text  false

Inc by | Modified

Insert Mews Line Insert Copied Line

First Prev Go To Mext Last

| Action Maru |

General Information

T & C: [A_09TR

Section : |1
Sequence :I

Mame : [J9TRANS GENERAL CO

Date : |01/01/2008

Details

henu

Inc by fby full text =

Modified : [false
T&C Attachment File Name © 8_D9TRANS XML

I

Frint

T Copy Forward I

Cioze

]

Required Fields Values
T&C “MOA1”
Inc by: Select Full Text

9. Click Save to load the default Terms and Condition information.

10. Click Commodity on the Secondary Navigation Panel. Click Insert New Line
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11. Complete the required fields for the Commodity General Information section.

Load T and € Ship/Bill To Lines
CL Des=cription

Line Amount | Modified
8, 400.00

% B .

Inzert Hew Line Infert Copied Line

1 Curb Replacement- Lavwrencehurg falze

First Prewv Go To Hewst Last

Vendor 4: WEOODO400022 >

~wGeneral Information

Load T and C Ship/Bill From Header
wh

CL Description

Curb Replacement- Lawrencebury

Warehouse :

[ B

Commuodity

21319 I

Stock ltern Suffix

[ B

Canstruction, Curb and Gutter {ncludes
Maintenance, Repair,

TE&EC Template :

Fixed Asset:

Lock Order Specs
Lock Catalog List Price

Yendar Prefarence Level :

Commodity Specs

Supplier Part Murnber |
I_ine Type | Serice V| I
- Reconstruction andfor replacement
Quantity : [1.00000 of the curbs as required for that
. Ii Extended Description | |portion of total project situated =
Uit within city limits. $7.00 per linear
Unit Price : [$0.00 bioe Tl
Discaunted Unit Price - |$EI 00 MHon-Resered Funding Open Amount Total ; §0.00
I Iterm Sub Total - $58,400.00
List Price : |$I:|_|:|D TaxAmount : F0.00
Line Amount: $8,400.00
Contract Amaount : . '
38.400.00 Closed Amount: $0.00
Service From |DEIDE;QDDE Closed Guantity : 0.00000
I P |DS!EIEJQDD? Closed Contract Ami I$D.DD

Required Fields

Values

CL Description

Curb Replacement- Lawrenceburg

Commodity 91319
Line Type Service
Contract Amount 8400.00

Service From

Select “One Month from Today”

Maximum of $8400.00”

Service To Select “Two Months from Today”
Extended “Reconstruction and/or replacement of the curbs as required for that
Description portion of total project situated within city limits. $7.00 per linear foot.

12. Click Ship/Bill From Header

13. Click Accounting from the Secondary Navigation Panel.

)
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eMAR

14. Click Insert New Line. Complete the Required fields for the Accounting Line.

P02 - 610- 0600000014- 1- New- Draft

| Actian Meny I
Load T and C Ship/Bill To Lines
Line | Line Amount | Line Closed Amount | Modified
& v o $8,400.00 $O00 falze
Insert Hew Line Insert Copied Line First Prew Go To Mext Last
Commodity 1: >
sk

—wGeneral Information

Event Type : |PRO7
Accounting Ternplate : [TE1010

Budget Fr .
Fizcal Year:
Period :

Line Description : Freight % : |IZI_DEIEID
Wodified : [false
Line Amount : |$E.4UD.UU Mumber of Attachments : 0
Reserved Funding © | Mo W

Line Closed Amount : §0.00
Line Closed Date :
Referenced Line Amount : $0.00

r PReference

~wFund Accounting
Fund : 1100 Ohject: |E?9?’ CHEA

Sub Fund : Sub Ohject: Sub OBSA
Department : |E10 Fevenue Dept Chject:
Lnit - JUMIT Sub Revenue :

Dept Revenue

T

Required Fields Values
Event Type PRO7
Accounting T61010
Template

Line Amount 8400
Object E797

)
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15. Click Validate to populate the Accounting elements associated with the Accounting Template.

To Assemble:

1
2
3

4

From the Header Section click on Assemble Document

Click Submit Assemble Request

Click on Refresh, You should see the status as Successful (You may have to click
refresh a few times before the assembly job finishes and you see a Successful Status).
Click Back to return to the document

To Print the Assembled Form:

AWN =

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

16. Submit the document to initiate workflow for approval.

)
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9 — Performance Evaluation (PE)

In order to document a Vendor’s record at meeting their contractual obligations, you should complete
the Vendor Performance Evaluation (PE) document. The data entered on the PE document will be
used to determine if Vendors should receive future Awards or have their existing Master Agreements
renewed.

Evaluations are standardized based on the Procurement Type on the award document.

Evaluations can only be performed with reference to awards established in the system (CT, DO, MA,
and PON2).

Vendor Performance

From the Document Catalog locate the award being evaluated. Open the award and click Copy
Forward. The Copy Forward page opens.

On the Copy Forward page enter your Document Department Code and Unit Code. Select Auto
Numbering to have eMARS generate the PE Document ID. Check PE for Select Target Doc Type.
Click OK to open the PE document.

Copy Forward

From Document

Category |F'RDC Doc Dept: 758
Type |F'Cl Dac Unit : JLINIT

Code : [PON2 ID - [DE00000004

Select Entire Document ; Wersion |1

Tao Document

Doc. Department Code ;758 Dacument Id |

Init Code

~ PE PE
1Tl 1Tl
PR PRIz Pay for Order
PR PRCI Pay for Crder Internal

First Prewv Mesxt Last
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Complete the General Information section of the PE. This section is used to establish which eMARS
user is performing the evaluation as well as the time period being assessed. Note that all the
information from the award has automatically populated the PE document.

NOTE: It is the responsibility of the Buyer who established the award to set-up who will be
performing the evaluation by making an entry on the Vendor Performance Evaluator
(PEEVALR) table at the time the Award is submitted.

Document Vi Load Criteria and Procedures
v Hemder General Info
Erocedures Evaluator 1D : [mshaw |
Criteria

Motes
Document Comments

Document History Evaluator Last Mame |Shaw
Document Reference
Future Triggering Aweard Document Code |F'DN2

Puard Departrment : |758

Award Number : (0600000004

Evaluator First Mame : |Matt

Aard Title © Pre-Sentence Investigation writers

vendor Code : [VCO000100001

Yendor: |F'R Test 1

AliasiDBA: |

Procurermnent Type |F'ersnna| Senice Contract

Procurement Folder |BBBD1

Awvard Begin Date |

Award End Date |

Award Date | |[04/10/2005

Aeard Amount |12I]D.DD

Evaluation Date |Drh’1 12006

Feriod Beqgin Date : |04,04,2005
Period End Date ; [04/13/2006

Recommended for Future Contracts @ v

e Evaluator ID: Type in your User ID- or find your ID from the Evaluator ID pick list.
e The Evaluation Date is the date this evaluation is being completed. Enter the current date.

e Period Begin Date / Period End Date. Please enter the time period being evaluated.
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Click Load Criteria_and Procedures at the top of the page to load the standardized Evaluation
Criteria and the PE document procedures. Click Procedures in the Secondary Navigation Panel to
transition to the Document Procedures page.

Document when all mandatory Procedures were completed by entering the date on which they were
completed. Procedures are recommended tasks that be performed as part of the performance
evaluation process.

PE - 758- 0600000008- 1- New- Draft

| Actian Manu I
Procedures Summary
Procedure Completed Procedure NHame Required | Completion Date
+  falze Delivery Statistics Revieww  falze
falze Shipping Statiztics Reviewe  falze
falze Billing Statistics Review falze
First Prev Go To Mext Last
Evaluation Procedures

Frocedure Completed : |fa|se

Frocedure Mame |De|iver3,r Statistics Review

Reguired : !false

Completion Date : |

r Save T Linda T Print T Validale T Subemnif T Cioze ]

Menu

e The Completion Date is the date on which the Procedure was finished.

Click Criteria in the Secondary Navigation Panel to access the Evaluation Criteria page. This page
lists the Criteria that were loaded from the Vendor Performance Evaluation Template table. You must
rank each of the criteria on this detail section (Unsatisfactory, Poor, Fair, Good, Excellent or Not
applicable).
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Criteria Name Rank Description
L .
Header v APPLICATION OF REQUIREMENTS AND GLIDANCE STTME 37 =
Procedures contractors il
~ Critetia
L Eal
Plotes BUDGET Comment an ~
Document Comments contractors v
Document History
Document Reference COST CONTROL Comment on )
Future Triggering contractors b
L | M
COMMUNICATIONS ey
and effectiveness of +
L M
DELIVERABLES Coinalit o) =
clarity, hd
L .
INND A TION Comment on =
contractars ability  »
L .
PROJECT PLAN Commenton 4
contractars ability s
L Ea
GLIALITY Cnmment on *~
technical accuracy,
L Eal
REGILIREMENTS Comrnent O i
contractor's v
L Eal
RESPOH Camrment on ~
contractor's v
1 - Unsatisfactory Fitst Prew Go To Next Last
2 - Poor
3 - Fair
EvaluationCriteri4 - Goaod
- 5 - Excellent e
Criteria Mame S| e QL
Rank : v

e The Rank field is used to record your opinion of the Vendor’s service levels. You must
record a Ranking for each criteria that was loaded from the template.

S
g caldms 156 of 169



eMARS Course 603 — Personal Services Contracts

Click Notes in the Secondary Navigation Panel. The Notes page opens where you may record
specific comments or anecdotal information supporting your evaluation / assessment.

=

Document Vie PE - 758- 0600000008- 1- New- Draft

Header | Action Merw I
Procedures
- Eg:e"'a Evaluation Notes
£s .
E— Last U Last Modified
P —
Document Histo b4 v mahaw 0471112008
Document Reference Inzert Mew Line |nsert Copied Line First Prev 2o To Newt Last

Future Triggering

Evaluation Note Details

“endor produced Excellent reports

Mote

Last User: mehaw
Last Modified : 041 1/2006

r Save T Uz T FPrint T Valdale T Subrmif T Cloze ]
Meru

e The Note field can record up to 1500 characters of information per Note. Please take the
time to enter as much detail about your experience with the Vendor and your assessment of

their performance against the award in question.

Click Validate to check for errors.
How to print the PE document:

Navigate to each section of the document starting at the Header section. Open up each field of the
document that you want to view on your printed document. Once you have the fields open, right click

on your mouse and select Print Page.
Submit the document to final.
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Exercise 5 — Record Vendor Performance (PE)

Scenario

You need to document the vendor’s performance for the Personal Service Contract you created in the
previous exercise.

Task Overview

You will access the Contract document created in Exercise 3 and Copy Forward to a Performance
Evaluation document (PE)

Procedures

1. From the Document Catalog locate PON2 758 0600000006 listed on your Student card. Open the
award and click Copy Forward. The Copy Forward page will open.

Copy Forward

From Crocument

Category |F'R'CIC Doc Dept I?EB
Type - |F'D Doc Unit:ILJNIT

Code : [PONZ ID + |0600000005

Select Entire Docurment: [ YWearsian |1

To Document

Doc. Departrment Code ; |F58 | Docurnent 1d ; I

Unit Code : [UNIT | #uto Numbering ; &

Target Doc Type | Target Doc Code Description

+ PE PE Evaluate Contract
FR PRI Fery Tar Droer
PR PRI Pay for Order Internal

First Prew Mext Last

OK | Cancel
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2. Enter the following required fields:

Required Fields Values

Doc. Department Code | See Student Card
Unit Code UNIT
Auto-Numbering Select the check box.

3. Ensure that the PE row is selected in the grid and click OK. A Performance Evaluation document

(PE) is created.

4. Complete the General Information section of the PE. This section is used to establish which
eMARS user is performing the evaluation as well as the time period being assessed. Note that all

the information from the award has automatically populated the PE document.

N

PE - 758- 0600000005- 1- New- Draft

Procurermert  Accounts Pavable Accounts Receivable Budget  Cost Accourtin

Home Personalize

" Header
Procedures

Critetia Load Ciiteria and Pracedures
General Info

Document Comments

Document History

Document Reference

Future Triggering

Evaluator D

Evaluator First Mame :
Evaluator Last Marme :
Awward Document Code
Fard Department :

Awvard Mumber

Auwiard Title ©

Yendar Code
Vendor
AliasiDBA
Procurement Type
Frocurement Folder
Award Begin Date
Award End Date :
Awward Date :
Auvard Arnount :
Evaluation Date
Period Begin Date
Period End Date

Recammended for Futare Contracts :
Created By
Created On:
Modified By
hindified Gn:

| Action Many I

|
—
—
[Porz

758

IDEDDDDDDDE

Pre-sentence investigation writers ﬂ
-

IVCDDDDT 00079
IBIuegrass Irvestigators
PSC

|34ED1

IDAE 12/2006

|1 150,00

| =
| El

m

r
Student7 58
014/13/2006
Student7sg
04/13/2006

[

swe | o [ Rt ) vaidate [ Sumt | Cise ]

Logout

)
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Required Fields

Values

Evaluator ID

Select your Student ID from the Evaluator ID pick list.

Evaluation Date

Enter Today’s Date

Period Begin Date

Enter Yesterday’s Date

Period End Date

Enter Yesterday’s Date

5.

Criteria and the PE document procedures.
6.

page.
7.

completed by entering the date on which they were completed.

Click Load Criteria and Procedures at the top of the page to load the standardized Evaluation
Click Procedures in the Secondary Navigation Panel to transition to the Procedures Summary

Select the first and third Procedures in the grid and document when each procedure was

PE - 758- 0600000005- 1- Mew- Draft

Procedures Summany

Procedure Conmnleted
= 1

Procedire Hame

' Remiired | Completion Date

| Actian Manu I

~  falze Delivery Statistics Reviewe  falze
'% Talze SRIRRING SEtEIeE MevE TElEE
falze Billing Statiztics Review falze
First Prev o Tao Next Last
Evaluation Procedures
Procedure Completed |false
Procedure Name |De|iwer3,r Statistics Review
Required |false
Completion Date : |
r Save T Lo T Print T Waldate T Submmf T Cloze ]
Required Fields | Values
Completion Click on the calendar and enter Today’s Date.
Date
&=
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8. Click Criteria in the Secondary Navigation Panel to access the Evaluation Criteria page. This page
lists the Criteria that were loaded from the Vendor Performance Evaluation Template table. Rank
each of the criteria on this detail section (Unsatisfactory, Poor, Fair, Good, Excellent or Not

applicable).

DVANTAGE

Procurement

Accourts Payable

able  Budiet

Home

CCountin

Personalize

Document View 5 -
COST CONTROL Carmiwczi oy
contractars |
Procedures
+ Criteria , Carmment on clarty =]
st COMMLNICATIONS and effectivenass of x|
Document Comments
Document History - Comment an -
Document Reference « DELIVERABLES clarity j
Future Triggering
\ -
INNEYATION Comment on -
contractor's ability x|
N
PROJECT PLAN Clapnime o
contractor's ability =]
\ N
QUALITY CmAAEi @
technical accuracy, j
y Comment on o
RESPONSIVENESS ,
contractor's -
A[
STAFFING Comment on
adequacy and id|
. N
TIMELINESS OF PERFORMANCE Comment on
contractor's hd|
First Prev Go To Mesxt Last
Evaluat{CTierT
Criterid Mame : [DELIVERABLES
Rank: |3 - Fair vl
Comrment on clarity, ﬂ
Despription - appropriateness, and ed|t0rl|al and
design guality of contractor's
written deliverables, including text, j
Pt | Vaidae | Submi | Ciose ]
Menu

Logout]

Required Fields

Values

Rank

Select “3-Fair” for each Evaluation Criteria.
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9. Click Notes in the Secondary Navigation Panel. The Notes page opens where you may record

specific comments or anecdotal information supporting your evaluation/assessment.

PE - 758- 0G600D00005- 1- New- Draft
| Actian Manu I
Evaluation Notes
3% v
Inzert Mew Line Insert Copied Line First Prev o To Next Last
BEvaluation Note Details
5% of vendor's reports are late or ;I
Mate - incomplete.
Last Lser:
Last Modified :
r Save T Ulndo T Print T Waldate T Submif T Cloze ]
hlenu
10. Click Insert New Line and enter the following:
Required Fields | Values
Note Enter “75% of vendor’s reports were incomplete or inaccurate.”
11. Click Validate and then Submit the document to final.
&
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10 — Online Inquiries

Lifecycle (LINQ)

The Lifecycle Inquiry (LINQ) page allows you to view the complete chain of documents associated
with a selected search document. When a search is performed, the document entered as the search
criteria must have a Phase of “Final” or “Historical Final”.

The Lifecycle Inquiry page may be accessed directly from one of two places: Procurement
Document Inquiry or the Lifecycle Document Search. The Procurement Document Inquiry
(PRCUDOC) allows the user to search by Procurement Folder ID, Procurement Title, or Document
Department, or ID. The Lifecycle Document Search Inquiry (LINQ) provides similar search
capabilities to the Document Catalog with the addition of being able to search by Document
Description.

Lifecycle Document Search

fdenu
sk
~=locument ldentifier

Dac Code : PO Doc Unit:
Coc Dept. : [758 Dac D |

~wDocument Description

Document Description : |

~wlser Information

Create User 1D : | Create Date

~*locument State

Browese Clear

D
PO 755 UMIT 0600000040  Mew

Version Document Description Create User ID | Create Date

1 Draft azcfzan t=napp (3 72006

P Tag UMIT 0500000042 Merwy 1 Histarical (Final)  test TC tsnapp 0372002006
PO 758 UMIT 0500000042 Modification 2 Final test TS tsnapp 032002006
P Tag UMIT 0800000044 Men: 1 Draft stuff mzhawy 032002006
] 758 UMIT 0800000045 ey 1 Histarical (Final)  test invoice with mod in progress  tsnapp 032002006
P a5 URIT 0800000045 Modification 2 Final test invoice weith mod in progress  tsnapp 03/20/2006

v PO Fi=t] UMIT 0500000052 MeEsy 1 Final Canoes and Paddle Boats mshEwy 0372972006
PO 755 UMIT WORKEL CWY ey 1 Final Building Services dzwessy O30E2006

First Prew Mext Last
Lifecwele Inguine
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Exercise 6 — Perform a Lifecycle Inquiry (LINQ)

Scenario
You need to find out the status of a Contract and see what other documents have referenced it.

Task Overview
You will access the Lifecycle Document Search page to find the specific Contract .

Procedures

1. Access your Procurement Workspace. Expand the Quick Links section and click Lifecycle

Document Search (LFDOCSCH). The Inquiry will open.

Lifecycle Document Search

Meny

sk
- *Document ldentifier

Doc Cade : Dac Unit:
Doc Dept. Coc D |

 "Document Description

Dacument Description :|

- wUser Information

Create User D : | Create Date il

ohocument State

Browwse Clear

Dept. | Unit | ID | Function | Version | Phase | Document Description | Create User ID | Create Date

First Frev Mext Last
Lifecycle Inguing

Required Fields Values
Document Code PON2
Doc Dept 758
Document ID 0600000006
4
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2. Click Browse to see all the documents that match your search parameters.

Lifecycle Document Search

wh
~wDocument ldentifier

Doc Code IF'ON2 Dac Unit: I
Doc Dept. IFSB Doc 1D I*DDEIEIE

~wDocument Description

Dacurment Description |

~wUser Information

Create User ID | Create Date :|

~wDocument State

Function :I vl

Brovese Clear

» POMZ2 755 UNIT 0B0000000E Mew 1 Final Pre-zentence investivation writers  Studerd7S3

Function | Yersion | Phase Document Description Create User ID | Create Date

0d 272008

Lifecycle Inguing

3. Select the row of the document you are searching for and click the Lifecycle Inquiry. The

Lifecycle Inquiry will open populated with the document’s information.

Lifecycle Inquiry

13 Badk Clear

Menu

=Document Search

Diocument Code IF'ON2
Document Department ; I?EB

Document 1D IDEEIEIDEIEIDEIE

 BDocument Filter

Document ID | Function | Yersion | Document Description | Create User 1D | Acceptance Date

First Prew Hest Last
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4. Click Forward to view all documents that reference the Source document.

Lifecycle Inquiry

Menu
#B  Bad Clear
wDocument Search

DucumentCnde:l

Dacurment Department I

Dacument 10 |

r kDocument Filter 1

Results for Search Document: PON? - 758- 0600000006

Document 10 Function | Version Document Description Create User ID | Acceptance Date
-~ POR2 755 06000000061 Rew 1 Pre-zentence investigation writers  Student755 041252008
PE 758 0600000005 1 Iy 1 Pre-zentence investigation writers  Student755 0451 352006

First Prew Mext Last

Forward Backward Download To Excel

5. Select a row in the results grid and click Backward to view all documents that are referenced by the
selected document.

S
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11 — Session Review

Summary Review of Topic

You should now be able to:

e Conduct a Competitive Negotiation using Solicitation, Solicitation Response and Evaluation
document

e Create a PON2 document and complete the PON2 component
e Evaluate Vendor Performance related to a PON2
e Track documents and work in progress using Lifecycle Inquiry

Summary Review of Topic Quizzes

Review Questions

A | Terms and Conditions may only be attached as MS-Word documents saved as .XML. True or False

B Due to the implementation of eMARS the LRC will no longer require a Proof of Necessity to be included
with each Personal Service Contract or Memorandum of Agreement. True or False.

C | You may download an EXCEL tabulation of all Bids received from the EV document Action Menu. True
or False.

D | The PE document allows you to record free form comments about a Vendors Performance. True or False

Logout

You will complete this exercise by logging out of eMARS.

1. Click Logout. This closes the eMARS application and ends your session. You can now close
the open browser windows.

NOTE: Please remember to select Logout prior to closing your eMARS session. Just closing the page
will not immediately end your session.
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